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PREFACE. 



THE aim of this book is to present the principles of 
Graham Shorthand, with a few sUght changes, in 
the simplest possible manner while ipaking it com- 
plete in every particular. 

A special feature is the introduction of all 'the prin- 
ciples used in the formation of words before taking up 
word-signs. The general method of introducing word- 
signs after each principle cannot but be confusing to the 
pupil who in his efforts to learn the word values of signs 
loses sight of what is far more important, their sound 
values. 

The importance of position is recognized, and is - 
taught from the beginning instead of being a feature of 
the Reporting Style only. 

The tendency of the pupil to copy is so great that 
care has been taken not to give the same words in the 
Reading Exercises as are given in the Writing Exercises, 
thus compelling him to rely upon his own judgment, 
with what assistance he can get from the examples. 

The principles governing the construction of word- 
signs are carefully explained. This is of great assistance 
to the student in memorizing, as the proper sign is, in a 
great measure, at least, suggested. No word is intro- 
duced in the word-sign list that can be constructed. 
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Phrasing is taught by principle. Probably no one 
feature of shorthand is so valuable as this. He who can 
construct phrases readily will write much more rapidly 
than he who lifts his pen after every word. To do this, 
however, requires a thorough knowledge of the principles 
of phrase- format ion. It is of little use to memorize 
phrases, as the number in ordinary use would be too 
great a burden on the mind. 

A number of phrases illustrating the principle under 
consideration are provided with each lesson. These 
phrases are for practice only. They are not to be learned. 
In addition to these lists, a miscellaneous exercise is giv- 
en with each lesson which is so graded as not to involve 
any principle not already learned. 
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LESSON I. 










SIMPLE CONSONANTS. 






SIGN 


NAME 


SOL 


VD 


SIGN 


NAME 


SOUND 


.A... 


Pee 


P as 


m up 


.1.. 


Chay 


Chas 


m itch 


. \ 


Eee 


B ■■ 


■' ab 


.L 


Jay 


J " 


■■ed,. 


....v.. 


Ef 


F ,. 


'• muff 


U 


lili-ShaySh " 


" wish 


...X. 


Vee 


V ■' 


" love 


.J... 


Zhay 


Zh ' 


" usual 


~^ 


Ar 


R ■' 


"ore 


r.... 


Lay-E! 


L " 


'■ ell 


..?^ 


Way 


W '■ 


'■wag 


.£.. 


Yay 


Y ' 


" yore 


l_. 


Tee 


T '■ 


.'eat 


..^ 


Ray . 


R ' 


"row 


1 


Dee 


D " 


"add 


.-^... 


Hay 


H ' 


" high 


( 


-Ith 


Th '■ 


" breath 


— 


Kay 


K ' 


" ache 


.„L. 


The 


Th " 


" breathe 


— 


Gay 


G ' 


" egg 


) 


Es 


S '■ 


'■pa33 


.^ 


Em 


M ■ 


" hum 


...L 


Zee 


Z '■ 


'■ buzz 


w. 


En 


N ' 


"„w„ 










>T^. 


Ing 


Ng ' 


■' t.»g 
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DIRECTION OF CONSONANTS. 

The consonant signs are written in four directions; 



2 . The curved signs are formed by cutting the circle; 



thus, 



3. The direction of the curved signs is determined by 
drawing a line through their points; thus, 



^kkx: 



4. Sh is always written downward when standing 
alone; when joined to another sign it is sometimes written 
upward and sometimes downward. Downward Sh is 
called Ish; upward Sh, Shay. 

5. When L is the only consonant stroke in a word, 
it is always written upward; but when joined to another 
sign it is sometimes written upward and sometimes down- 
ward. Upward L is called Lay; downward L, El. 

6. Ray and Hay are written upward, and when 
standing alone are more sloping than other signs. When 
joined, Ray is distinguished from Chay by its direction, 
Ray being written upward, while Chay is written down- 
ward. 

7. All horizontal sigjns are written from left to right. 

8. All other signs are written downward. 
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REMARKS. 

J. This is the alphabet of consonants. It will be noticed ttiat 
some of the signs are light while others are heavy. These light 
and heavy signs are arranged in groups, a light sign followed by a 
heavy sign. Every pair represents similar sounds. 

a. The words in the second column are the names of the signs; 
the letters and words in the third, represent their sounds. The 
signs have names corresponding with the letters they represent 
when the letters represent the proper sounds ; but when they do 
not, other names are provided. , 

3. The following signs are represented by two letters in the 
common alphabet; Ith, The, Chay. Ish. Zbay and Ing. These 
combinations represent single sounds, and are given special signs. 

4. R has two signs. This is a matter of convenience, as will 
appear farther on. 

MANNEJ^. OF JOINING CONSONANTS. 

9 All the consonants of a word should be written 
without lifting the pen, and except Sh and L should be 
written in the same direction as when standing alone. 

10. The slope and curvature of signs may vary 
slightly in order to make the junctions easier. 

DIRECTIONS TO THE. 8TUDE,NT. 

T. A pen should be used, and great care should be exercised 
in making the signs. Do not attempt to write fast. Be careful to 
shade the letters properly, and make them the proper length, 
which should be about one-sixth of an inch. It is better to pro- 
nounce the name of the sign first, and then write it. 

2. Writethe signsin the Reading Exercise followed by their 
names in longhand, andsubmit to the teacher for correction. After 
the exercise has been corrected , read and write it ten times. Then 
write the names of the signs in the Writing Exercise in longhand 
with the shorthand characters after each, and submit for correction 
as before. After the exercise has been correrted, write and read it 
twenty times. 
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READING E.XERCISE. 



OA-Ol. 




WRITING EJCERCISE.. 

The signs connected by hyphens in the following 
cvcise should be joined. 

The first sign resting upon the line: Pee-Dee, Pee- 
Ith, Bee-Ish, Tee-Bee, Tee-Dee, Dee-Chay, Dee-Ith 
Chay-Bee, Dee-Tee, Chay-Ar, Jay-Pee, Jay-Dee, Jay-Ar, 
Ef-Bee, Ef-Dee, Ef-Ar, Ef-Ish, Vee-El, Ith-Chay, Es-Dee, 
Zee-Ar, Ish-Dee, Ish-Vee, Es-Pee, Ar-Em, Ar-Ar. Vee- 
Ish, Pee-Gay, Bee-Ray, Dee-Shay, Dee-Lay, Dee-Em 
Jay-En, Ef-Kay, Ef-Shay, Ef-Ing, Vee-Ray, Vee-Em, 
Pee-En, Lay-Es, El-Kay, Zee-Ray, VeeEn, Ish-Kay, 
Lay-Bee, Lay-Kay, El-Gay, Lay-Em, Ar-Kay, El-Em, 
Ray-Ray, Ray-El, Ray-Lay, Em-En-Kay, Em-En-Iiig, 

The second sign resting upon the line: En-Bee, En- 
Dee, En-Jay, En-Ef-Ar, Eu-Ish. 

RXVIEW QUESTIONS. 

1. In. what direction is L written when standing alone? 
2. In what direction is Sh written when standing alocie? 3. In 
what direction are Ray and Hay written? 4. In what direction 
are horizontal signs written ? 5. In what direction are all other 
signs written ? 6. What is L called when written upward ? 
7. What is Sh called when written downward ? 8. How are Ray 
and Chay distinguished when standing alone ? 9. How are Ray 
and Chay distinguished when joined ? 
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LESSON II. 

VOWELS AND DIPHTHONGS. 

II. There are twelve vowels and four diphthongs 
used in phonography, six of the vowels being long 
and six short. These are written in three positions be- 
side the consonants; thus, 

ist position 

and position ...X. — s— i^ 

3rd position I .--^-. 

VOWELS. 



..1... E as in eel ,J_ 
..l. A " " ale i_ 






A as in awl ' q as in on 

...:L. O ■■ '■ ore __:[__ u ■■ ■' up 
-„L 00 " " food _l 00 '■ " foot 
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DIPHTHONGS. 

]... I as in ice [— Ol as in oil 

„J__..U " " due .„.L_ OW " " owl 

POSITION OF WORDS. 

12. Words are written in three. positions, correspond- 
ing with the position of the first accented vowel; thus, 



.J:.__....-.-^ 



13. a. The first position is above the line, one-half 
the height of a Tee when thfe sign is sloping or perpen- 
dicular, and the full height of a Tee when it is horizon- 
tal; thus, 



)■ 



pie see gnaw 

b. The second position for all_signs is on the 
writing-line; thus, 

- N^ :l ^ 

bay aid no 

c. The third position for sloping and perpen- 
dicular signs is through the line, andfor horizontals 
nearly one-half the length of a Tee below the line; thus, 

-V*- i- -^- 

hew dew ma 
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MANNED OF PLACING VOWELS BESIDE 
CONSONANTS. 

■ 14. When a vowel is placed above a horizontal sign, 
,or to the left of any other, it is read before the sign; 
when placed below a horizontal sign, or to the right of 
any other, it is read after the sign; thus. 



aim ape may pay 

15. Dash vowels are written at right angles to the 

consonants; thus, 



KE.MARKS TO THE STUDE.NT. 

1. This is a very important lesson, and should l>e thoroughly 
understood. It must be remembered that although the consonants 
were given names, when forming words the value of a consonant 
is its sound. For instance, the name of the sign for B is a com- 
bination of the sounds B and E. Do not attempt to repre- 
sent letters; represent sounds. Many vowels, as well as conson- 
ants, used in the ordinary spelling, are silent, and should be omit- 
ted in shorthand. 

2. To determine the vowel to be used, pronounce the word 
several times, and then gradually separate the sound of the vowel 
from the sound of the consonant. 

3. The Tee used in the table of vowels has no value, it being 
written merely to show their position. 

4. The vowels should be written near the consonants, but 
should not touch them, and a clear distinction must be made be- 
tween long and short vowels. 

5. Prepare this and all subsequent lessons as before, and sub- 
in, after which practice them as instructed in Les- 
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READING -EXER-CISE^. 

First Position. 13. (a) Pie, nigh, tea, fee, ease,- vie, 
lea, hie, shaw, annoy, tie, eyes, inn, gnaw, easy, maw, 
joy, caw, die, eyeing, pea, lie, sigh, ivy, eyed, toy, ill, 
oily, itchy, eke, awed, ally. 

Second Position, (b) Woe, pay, fay, ale ape, ell, 
low, dough, Ada, gay, egg, show, Asa, bow, allay, array, 
EflEe, neigh, eighty, day, weigh, yea, echo. 

Third Position, (c) Anna, sue, lieu, Jew, ma, yew, 
Shah, aha, allow, ashy, hew, abbey, Dow, cow, Annie, 
pa, bough, vow, avow, due, adieu. 

RE.VIEW QUESTIONS. 

I. How many vowels are used in phonography? 2. How 
many diphthongs are used in phonography? 3. In how many 
positions are vowels written ? 4. In how many positions are words 
written? 5. Where is the first position for words? 6. Where 
is the second position for words? 7. Where is the third position 
for vowels? 8. How is the position of an outline determined? 
9. . If a word contains more than one vowel, which determines the 
position? 10. When a vowel is to he read before a consonant, 
where should it be placed ? 11. When a vowel is to be read after 
a consonant, where should it be placed? 12. In what direction 
are dash-vowels written ? 
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LESSON III. 

POSITION OF OUTLINES. 

i6. Ill outlines coiitainiug both perpendicular or slop- 
ing, and horizontal strokes, when the first is horizontal, 
the first up or down stroke takes the position of the first 
accented vowel. In all other cases the first stroke takes 
the position of the first accented vowel; thus, 

^ I. 



MANNER OF PLACING VOWELS BETWEEN 
STROKES, 

17. A first position vowel occurring between two 
consonant strokes is written after the first; a third posi- 
tion vowel, before the second; thus, 



■^■--Y 



type nick path balm cook 

18. All long second position vowels occurring be- 
tween two consonant strokes are written after the first; 
all short second position vowels, before the second; thus. 



>-- > 
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ig. When two vowels occur between two consonant 
strokes, one is written to each strode, if convenient; but 
if not, they are both written beside one stroke; thus, 



-"i 



20. When two vowels precede a stroke, the first is 
written farther away, and the second nearer the con- 
sonant; but when two vowels follow a stroke, the first is 
written close to the consonant, and the second a little 
farther away; thus. 



..^.."L 



21. In readingaconsonant strokewithtwovowelsbe- 
fore or after it, each sign should be read in succession 
from left to right; or, if the consonant is a horizontal, 
from top to bottom. 



KBMAR.KS. 

The object in writing all first position vowels after the first 
consonant, and all third position vowels before the second, is to 
avoid the confusion which would result if the vowels were written 
promiscuously between the strokes. Without some definite rule, 
it would be impossible to determine in some cases whether vowels 
written in the angles were third position vowels after the first con- 
sonant, or first position vowels before or after the second. 

The object of Sec. 18 is to avoid the danger of misreading 
from the writer's failure to make the vowel sign the proper size. 
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READING EXE.R.CISE. 



iH^=z^;(^^ 



zc,< 



^~ 



H^ 




WR.ITING EXERCISE. 

17. Peach, pouch, pick, meek, pack, beam, balm, 
Mark, top, tap, type, tab. time, teeth, tooth, talk, tack, 
dim, dam, cheap, tomb, chap, copy, cab, pitch, pike, fish, 
fishy, dish, dash, teem, keep, deem, beak. 

18. Page, bake, budge, beck, both, fame, bug, tub, 
tug, make, take, check, touch, chuck, navy, neck, cape, 
maim, comb, dame. dome, rake, wreck. 

19. Poem, piety, gaiety, peon, voyage, boyish, tow- 
age, newish, poet, chaos. Lewis, IvOuisa. 

20. Idea, iota, shower, tower, duel. 



REVIEW QUESTION8. 

r. Where are first position vowels occurring between twocon- 
sonant strokes written ? 2. Where are third position vowels oc- 
curring between two consonant strokes written? 3. Where are 
second position vowels occurring between two consonant strokes 
written? 4. When two vowels occur between two consonant" 
strokes, where should they be written? 5. When two vowels pre- 
cede or follow a consonant stroke, how should they be written ? 
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LE.SSON IV. 

CIRCLED AND LOOPS. 

22. Four new signs are introduced in this lesson; 
NAME Iss Ses Steh Ster 

^■™ ..o a ^ /2- 

VALUE S or Z ses. zez, sei, les st or id ster 

23. Both circles and the small loop may be used at 
the beginning, in the middle, and at the end of words, ex- 
cept when Z is the first sound, in which case the stroke 
for Z should be used. The Ster loop is used at the end 
of words, and occasionally in the middle. 

24. The circles and loops are joined to straight signs 
by a movement toward the left; thus, 

i __i_ -k t i 



stay stake days doses dust duster 

25. The circles and loops are joined to curved signs 
by turning them on the inside of the curve; thus. 

±:.._...^____ _k. ko. ^ ^ 

seen stem face faces faced tester 

26. The circles and loops are turned in the most con- 
venient direction between strokes, except when the circle 
oanirs between two straight signs running in the same 
direction, when it should be turned to the left; thus, 



..u L. _L._. 
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27- The cirde is joined to Hay by closing the hook. 

28. S or Z occurring after a loop or large circle may 
be represented by turning Iss on the back; thus, 

-^-- -V - ^ 

fasts pastors possesses 

29. The vowels have the same relative positions to 
the strokes as when no circle or loop is joined. A circle 
at the beginning of a sign should be read first; at the end, 
last. 

30. A large circle is vocalized by writing the vowel 
within it; thus. 



-f ^ 



-Hf 



READING EXERCISE. 

Do,l,.cdbyGoOglc 



In the following writing 
1 first, followed by the nai 



WRITING EXERCISE. 

Soak, Skay; sad, Iss-Dee; sap, Spee; stay, Stee; soothe. 
Iss-The; seal, Slay; seem, Sem; safe, Sef; sown. Sen. 
such, Iss-Chay; sash, Iss-Ish; suppose, Spees. 

Tease, Tees ; . dose. Dees ; chess, Chays; joys. Jays 
pass. Pees ; bows. Bees ; gaze. Gays ; case, Kays ; rose. 
Rays; house. Hays; mass, Ems; voice, Vees; nice. Ens; 
face, Efs; loose, Lays; says, Es-Iss. 

Stoop, Steh-Pee; stake, Steh-Kay; style, Steh-Lay. 
stem, Steh-Em; stung, Steh-Ing; boast, Beest; ghost 
Gayst; toast, Teest; host, Hayst; last, Layst; past, Peest 
fused, Ef-Steh. 

Basis, Beeses; losses, Eayses; noses, Enses; teases, 
Teeses; paces, Peeses; season, Ses-En; system, Ses- 
Tee-Em. 

Jester, Jayster; boaster, Beester; vaster, Veester; shy- 
ster, Ishster; Hester, Hayster; pastor, Peester; toaster, 
Teester. 

Fasts, boasts, possesses, excesses, boasters, coasters. 

Thomas, desk, gossip, notice, task, bask, noisome, 

misty, gasp, massive, music, mask, mason, ensign, cask. 

tasty, passage, design, succeed, dismiss, citizen, disguise, 

unsafe, justice, discuss, risk. 

Accessory, exhaust, successive, insist, exist. 
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REVIEW QUESTIONS. 

1. What is the small circle called? 2. How are the circles 
and loops joined to straight signs ? 3. How are circles and loops 
joined to curved signs? 4. How are circles and loops written be- 
tweenstrokes? 5, What does the small circle represent? 6. How 
is the small circle joined to Hay? 7. What is the large circle 
called? 8. What does the large circle represent? 9. How is the 
large circle vocaliied? 10. What is the small loop called? 
II. What does the small loop represent? ii. What is the large 
loop called? 13. What does the large loop represent? 14. Is 
the large loop used at the beginning of words? 15. How is S or 
Z occurring after a large circle or loop written? 16. How is Z 
written when it begins words? 



LE.SSON V. 

THE S AND r STB.OKES. 

1. The strokes for S and Z should be used: 

1. When S or Z is the only consonant in a 
word, or when followed by another S; thus, 

_T __J__ I I 

see cease ceased ceases 

2. When Z begins a word. 

3. When S or Z follows an initial vowel. 

4. When S or Z precedes a final vowel. 

5. When two vowels occur between another 
stroke and S or Z; thus, 



..Z5 _ k 



In all other cases the circle for S or Z should be used. 
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IkE,ADING EXERCISE. 



^r^:_^:^^.^./:^.a.^ 



:/■■ 



WRITING EXERCISE. 



1. Ace, Asa, Isaiah, see, sigh, saw, say, essay, ice, 
icy, ooze, Esau, eyes, awes, owes, cease, ceases, assess, 
assist. 

2. Zany, Zion, zigzag, zinc, zouave, zealous. 

3. Aside, Isaac, asp, acid, essence, assume, asbestos, 
askew, assignee, espouse, escape, espy. 

4. Mazy, posy, newsy, daisy, Massie, gauzy, Jessie, 
fussy, mossy, cozy. 

5. Science, chaos, seance. 

REVIEW QUESTIONS. 

I. How should S or Z following an initial vowel be written? 

2. How should S or Z preceding a final vowel be written? 

3. How should S or Z be written when it is the only consonant 
in a word? 4. When two vowels occur between a consonant 
stroke and a following S or Z, how should the S or Z be written ? 
5. How should final S or Z be written? 6. How should initial 
Z be written ? 7 , How should S or Z occurring in the middle of 
words be written ? 
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LESSON vi: * ' 

GENERAL. KUX.E FOR WRITING L AND R. 

32. I. Write Lay or Ray when L or R is followed 
by a vowel. 

2. Write El or Ar when L or R is preceded by 
a vowel. 

SPECIAL RULES. 

33. When R is the only stroke in a word, and is 
preceded and followed by a vowel, Ar should usually be 
written. 

34. In words of more than one stroke, when R is 
preceded and followed by a vowel, write Ar when it is 
the first stroke and Ray when it is the last. 

ILLUSTRATIONS. 

lake rake elm ark series fire fiery 

Note. — Advanced writers omit most of the vowels. This could 
not be done unless some means were employed to show the order 
in which they occur, and approximately what they are. By 
writing the consonants in different directions, as in this lesson, or 
by difierent methods of espressing them, as in the two preceding 
and most of the following lessons, the order in which the vowels 
occur is almost positively shown ; and by writing the words in 
position the particular vowel is indicated with almost as much 
certainty as if it were actually written. 
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GENBRAX, EXCEJ>TION9. . . 

35. Write Ar when followed by Era or Sem ; Ray; 
when preceded by Em, without regard to the vowel ; 
thus, 



-V*- 






36. Write Lay when L is the only stroke in a word, 
and usually when it is the last; thus, 

..£. -C 'C..._^_^ ^., 

lay sale lost losses ball 

37. These rules may generally be disregarded when 
their observance would necessitate inconvenient junctions. 



READING EXERCISE. 






^ ^,£^h 






b,Googlc 



WRITING EXEKCI9E. 

32. I. I<eap, leaf, loaf, lodge, lame, slim, slam. 

I. Rye, rice, rose, raise, raised, raced, roaster; 
ready, robe, ripe, rook, range, review, risk, wretch, rich. 

32. 2. Air, ore, ire, star, store; ark, orb, Arab, ergo; 
pair, fear, door, jar, earl, elm, silk. 

33. Era, array, arose, series. 

34. Error, aurora marry, tarry, fury, fiery, Mary, 
diary, jury, berry, morrow. 

35. Arm, rum, Rome, room, ram, ream, resume; 
mar, moor, 

36.- Oil, else, loose, last, lists, solaces, slices; mail, 
pole, bill, dale, mill, chill. 

Recreation ; — James readily raised five rude rocks. 
By thorough study he must at last succeed. Some folks 
borrow, some buy, some beg, somesteal. Autumnleaves 
lie in rude furrows beside steep rocky ridges. 



KEVIEW QUErSTIONS. 

I. When R is the first sound in a word, should Ar or Ray 
be written? i. When R is the last sound in a word, should 
Ar or Ray be written? 3. When a word ends with a vowel, and 
R immediately precedes it, should Ar or Ray be written? 
4. When a word begins with a vowel, and is immediately followed 
by R, should Ar or Ray be written ? 5. How is R written when 
followed by Em ? 6. When L begins a word, should I^y or El be 
written? 7. How is final L usually written? 8. How is L fol- 
lowing an initial vowel written? 
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LESSON VII. 

niFFERENT METHODS OF REPRJIAENTING B. 

38. There are three methods of representing H ; 
namely, the Hay stem, the Hay dot, and the Hay tick. 
Writers differ considerably in' their use of these meth- 
ods, some preferring one and some the other, 

39. The Hay tick is generally used when foUowed 
by a horizontal sign, or by L, Ar or Way ; thus, 



^ ^ 



hack home hiuig hole horse whist 

40. When H begins a word, and is followed by En. 
Lay or Ray, and a vowel, the stroke should be used; 

thus. 



..^.. 



41. The Hay dot is principally used in the middle 
of words, in which case it is writtai before a dot-vowel 
and beside a dash- vowel; thus, 



.:U:. 



' adhere unhung 

42. The Hay stem should be used in all other c 
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READING EJCEKCISE. 

WRITING EJCER.CISE.. 

39- Hem, hair, hawk, hack, hog, hung, horse, hail, 
harmless, harmony, harmonized, heal, health, helm, help, 
helplessly, hoarse, homeless, horseback, horse-race, horse- 
shoe. 

40. Harris, hallowed, halo, hero, heroine, honey, 
holiday. 

41. Adhere, unhung, Mayhem. 

42. Hoe, Ohio, oh, Hugh, house, hoist, hisses, 
haste, ahead, haughty, heap, hid, hitch, husk hush hasp, 
heath, hearty, harangue, harassed, harasses, harnessed, 
harrowed, harvest, hatchway, headache, headway, heed- 
lessly, horror, horrify, hurriedly, hazy, hasten, hobby, 
heavy, husky, hawser. Hades, hassock, hastily, hazel, 
hosanna, hostess, hostile, houseless, horizon. 

R.E.VIEW QUESTIONS. 

I. How is H written when it begins words? 2. When should 
the Hay-dot be used ? 3. When should the Hay-tiek be used ? 
4. When H is the only consonant stroke in a word, bow should 
ir be written ? 
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LESSON vni. 



DIFFERENT METHODS OF KEPKEAENTING 
W AND Y. 



43- W and Y are pronded with brief signs as fol- 
lows: 



44- The stems for W and Y should be written: 

1 . When W or Y is the only stroke in a word, 

2. UTien W or Y is followed by S. 

3- When W or Y follows an initial \-owel. 
4. In words beginning with sw when followed 
by El, Lay, Em, En, Ing, Kay or Gay: thus. 



r^...r^..rw. 



swell swim Sweeney swag 



45. W should be joined as a hook to El, Lay, Em, 
En and Ray; thus, 

O , -(T ^^ '^ ^ 

Wilson wall wem wine wore 
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46. ■ When W occurs in the middle of words, and is 
immediately followed by Lay, Em, En or Ray, the hook 
should be used if it can be conveniently joined, 

47. The names of the four W-hook signs are Wei, 
Wem, Wen, Wer. 

48. Weh or Wuh may be joined at an angle to any 
consonant stem not taking the W-hook, except Hay. 



■V- 



49. When initial /w is followed by Ray, and in all 
other cases, except as stated in Sec. 44, 4, S should be 
written distinctly within a brief W sign; thus, 



, -I -' 



50. The sound of H occurs before instead of after 
W in such words as when, vihere, etc.; thus, hwen, htoere. 

51. Brief Y is always joined at an angle. 



NOTB.-^The requirements of vocalization are provided for 
this lesson and the preceding one in the same manner as 
Lessons 5 and 6. When a vowel is the first sound in a word 
must always be followed by a stroke. When two signs are 
provided for a consonant, the brief sign is used when the given 
it begins or ends the word. 
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rej\ding exercise. 






WRITING EXEJI.CI9E. 

44. I. Yea, yew, woe, way, woo, sway. 

2. Yes, yeast, weighs, west, Swiss, Wooster, 
wasp, wayside. 

3. Oyer, awake, awoke. 

4. Swim, swell, swallow 

45. Win, wail, wall, willow, weary, war, wear, wore, 
worship, worry, worse, Wednesday, wealth, window, 
warfare, warehouse, wallow, wane, wary, wearer, wince. 

46. Twain, twine, Edwin, quire, unworthy, unwell, 
queen, queer, beware, quench. 
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48. Weep, witj.wet, wad, Tfatch, , wage, wash, walk, 
wake, wig, woof, weave, wave, wing, wipe, wide, weight. 

49. Sweat, Swede, switch, swear, swore. 

50. Wheel, whine, whim, where, white, w^ist,- 

51. Yoke, yellow, yacht, Yates, ■ yankee, yore. 



Recreation. — She awoke in time. Buy some yeast, 
some wood, some wine, some wire, some whips, some 
whistles. Twenty swallows live in our woods. One big 
swell may wreck many ships. Wealthy widow White 
wearied poor Rdwin James. War causes worry, weari- 
ness, sorrow, sadness. 



R.EVIEW QUESTIONS. 

I. When should the stems for Wand Y be- used? 2. How 
should W and Y be written when preceded by an initial vowel ? 
3. How are W and Y written when they begin words? 4. How 
is brief Y joined? 5. How is brief W joined? 6. To what signs 
is brief W joined as a hook? 7. Where is the W-hook read? 8. 
Isaedrcle written in ft W-hook read before or after the hook? 9. 
How should initial iro be written when followed by Lay, Em or En? 
10, How should initial jw be written when followed by Ray ? 1 1 . 
What are the names of the four W-hook signs ? 
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LESSON IX. 



BKICJP WAY AND YAY WMTTEN IN THE 
VOWE.L'S PLACE. 

52. A vowel immediately following W or Y may be 
indicated by Weh or Wuh, Yeh or Yuh, written in the 
vowel's place, Weh and Veh representing dot-vowels, 
and Wuh and Yuh representing dash-vowels ; thus, 



;, wi 


T " 

..?Lwo, wu 
..J.., woo, woo 


ye, yi 
ya, ye 

ya, ya 




ya, yo 
yo, yu 

yoo, yoo 


., wa 


^.;b:- 



These signs may be shaded to represent long vowels 
but this distinction is usually unnecessary. 

53, This method of expressing Wand Y is used at the 
end and in the middle of words, except when Wis follow- 
ed by Em, En, Lay or Ray, when the hook is used if 
convenient. 

54. W may be prefixed to a diphthong by opening 
it out to a right angle ; thus, 

quiet booy 
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READING EXERCISE. 




q5ZS':]..ri:O.D.It.\.\, 



WRITING E,XERCISE. 

Twitch, tweak, twig, twill, twist, untwist, quick, 
quack, quake, quag, quell, quill, quash, quest, quiz, 
twang, thwack, equip, dissuade, bewail, request, inquest, 
quota, quaked, quasi, quickest, quickness, acquiesence, 
folio, bilious, opiate, odium, copious, furious, envious, 
foliage, serious, various, quiet, quietest, quietness, quie- 
tus; buoy, buoys. 



Recreation. — Juries many times acquit notorious 
thieves. Joseph quietly quizzed four furious maniacs. 
Queer, quackish lawyers quietly dissuade furious judges. 
Kdwin quizzed widow Jacob's odious lawyer. 

REVIEW QUESTIONS. 

I . How are dot-vowels distinguislied from dash-vowels when 
brief W or Y is written in the vowel's place? 2. How are short 
vowels distinguished from long vowels when brief W or Y is writ- 
ten in the vowel's place ? 3. When should brief W or Y be writ- 
ten in the vowel's place? 
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LESSON X. 

F OR V, AND N HOOKS. 

55. A small final hook written on the circle-side of a 
straight sign adds For V; on the opposite side, N; thus, 

.-^& A ^ Y-...^..-^:. 

puff rough cove pen rain cane 

56. A small final hook written on the inside of 
curved signs adds ?^; thus, ^ . _. , . 

...S= (^.. -.itT^ .■-^-- 

fain lane moan known 

57. Iss, Ses, Steh, Ster, may be added to straight- 
. line N-hook signs by writing them in the place of the 

hook; thus, 



58. Iss is added to F or V-hook signs, and to curved 
N-hook signs, by writing the circle distinctly within the 
hook; thus, 






-^ ^- v^- 
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59- F or V, and N-hooks may be used in the mid- 
dle of words when the stem is not more convehieht; thus 

-^ ---.U.--->- 

poverty advance punish 

60, When an N-Kook occurs between stems, it is 
sometimes necessary to writft.an Iss distinctly within the 
hook; thus, 



ransom - ransack 

61. An F or V.oran N-hook, is read crfter the stem 
and the vowel placed beside it, and before a circle or loop; 
thus, 

.X. :^ ^.. 

putfs pains fines 

62. An N-hook sign should be pronounced as one 
syllable; as, Pen, Ten, etc. Pee-En represents the 
strokes Pee and En, while Pen indicates that a hook has 
t)een added to Pee. Pen with Steh added is called Penst; 
with Ses added, Penses; with Ster added, Penster. 

63. When F, V or N is followed by a vOwel, the 
stroke must be used unless the vowel can be placed be- 
fore a following stem; thus, 



cofiee bevy pennies define 



V 
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64- When the syllable /** or vea is preceded by any- 
straight stem except Ray or Hay, it is best expressed by 
the F-hook and the stroke for En; thus, 

-!X^ _!^. 

profane divine 

READING EXERCISE. 

WAITING EXERCISE. 

55. Chief, roof, hoof, dive, cave, rave, hive, stave, 
swerve, dine, chain, John, June, cane, coin, ran, hewn, 
span, stain, stone, satin, sicken, weapon, waken, wagon. 
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56. Shone, lone, line, iron, earn, main, woman, 
assign. 

57. Runs, pens, instance, chance, chanced, chances, 
Kansas, punsters. 

58. Paves, roofs, hoofs, lines, moans, means, loans, 
earns. 

60. Ransom, ransack, lonesome. 

63. Penny, coffee, assignee, rainy, money, funny. 

59. Divide, defer, devote, divide, river, cover, di- 
verge, advance, defense, diverse, behavior, panic, punish, 
tonnage, tenth, economy, finer, finish, vainly, lonely, 
Monday, vacancy, mill^ium, finance, button, bacon, 
turn, taken, remain, Roman. 

Recreation. — Fine woolen stockings keep boys' 
toes warm even if they slide in snowy slush. Lame men 
use canes. These men pave well. Nine women wove 
sixteen fine linen towels in twenty minutes. Some men ■ 
waste many minutes in vain pursuits. Some men 
behave well in adversity; some ill. Vainly they sought 



REVIEW QUE3TION8. 

I. Are Fand N hooks used in themiddleof words? 3. How 
is an F or N hook sign pronounced ? 3. How is N added to 
straight signs ? 4. Is a final hook on a curved stem an N or F 
hook? 5. How are circles and loops added to straight N-hook 
signs ? 6. How is the circle added to an F-hook sign ? 7. Can 
. the circles and loops be added to curved N-hook signs, and how? 

8. How must Nor F be expressed when it precedes a final vowel? 

9. If a vowel is written after an N-hook sign, is it read before or 
after the hook ? 
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LESSON XI. 

SHUN AMD TIV nOOK3. 

65. A large final hook written on the circle-side of 
straight signs, and pn the inside of curved signs, adds 
the syllable 'huv; thm, 






passion ration action motion 

66. The Shun-hook represents the different termina- 
tions pronounced shun. When shun represents all the 
consonants of a word, as in ecean and shoten, or wheii Iss 
only precedes it, Shen must be used ; thus, 



....^... d... 



67. A large final hook written on the N-hook side of 
straight signs adds the syllable the; thus, 



^__ 



68. As the Tiv-hook is never joined to curved signs, 
the syllable twe, following curved signs, must be express- 
ed by Tef ; thus. 



.:ii.. 
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69- The syllable shun, following S, is represented by 
a small back hook called the Eshun-hook; thus, 



\ 



70. The Eshun-hook, when tunied on the N-hook 
side of a stroke, indicates a preceding N; thus, 



L 



condensation compensation 

Note.— Tlie dot at the beginning of the outlines in Sec. 70 rep- 
resents the prefix on or mw. 

71. These hooks may be used in the middle of 
words; thus, 



LiT 



tlictionary a.ctivit)' sensational 

72. Iss is added to these hooks by writing the circle 
distinctly within them. Only the small circle can be 
joined; thus, 

-^ =^- --^^- 

fashions captives possessions 

73. When a third position vowel occurs on the same 
side of a stroke asa Shun or Tiv hook, it may be written 
within it; thus, 

-\s -^- - W- 

passion " action fashion 
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74- The Esliuii-hook is vocalized by writing a first 
position vowel before it; a second or third position vowel 
after it; thus, 

..^ \ --.J^-. 

position possession association 

75. The name of a Shun, Tiv or Eshun-hook sign 
is formed by adding the name of the hook to the name 
of the sign; as, Peeshuu, Kaytiv, Kayseshun. 
RE,MAKK. 
It is rarely necessary to vocalize the Eshim-hook, as the name 
of the hook added to the preceding consonajit, with the poiition 
of the outline, will usually indicate the vowel. 

RXADING EXERCISE. 
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WRITING EXEKCISE. 

65. Occasion, station, section, occupation, quotation, 
vacation, election, erection, veneration, diversion, dis- 
cussion, vision, oration, omission, nation, abolition, at- 
tention, admission, mention, invasion, animation, popu- 
lation, abomination, dimension, invention, illumination, 
irrigation. 

66. Ocean, ashen, session. 

67. Ineffective, receptive, elective. 

68. Motive, native. 

69. Decision, opposition, acquisition, succession. 

70. Compensation, condensation. 

71. Additional, auctioneer, activeness, activity, 
talkativeness: suppositional, associational. 

72. Stations, sections, captives, visions, motions, at- 
tentions, positions, possessions. 

Recreation. — Caution makes action slow. John's 
location causes hesitation. Stationary- engines haul up 
many loadsdaily. Education makes nations active. De- 
fective pipes cause heavy losses. 

REVIEW QUESTIONS. 

I. How may the syllable "*'" be expressed? 2. How may 
the syllable ii-vi be expressed? 3. How is the syllable livi follow- 
ing curved signs written ?_ 4. When is the Eshun-hook used? 
5. How can the Eshun-hook be written to indicate a preceding 
N? 6, How is the Eshun-hook vocalized? 7. How is Iss added 
to Shun and Tiv hooks? 8. Can Ses. Steh or Ster be added to 
these hooks? 9. Is a Shun or Tiv hook read before or after the 
last vowel ? 10. When a third position vowel occurs on the same 
side of a stroke as a large hook, where should it l>e written? 
II. Can these hooks be used in the middle of words? 12. What 
does the Shim-hook represent ? 
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LESSON XII. 

L AND n HOOKS. 

76. A small initial hook written on the circle-side of 
straight signs represents a following L; on the opposite 
side, R; thus, 



._V. 



Name Pel Per Kel Ker 

Value pi pr kl kr 

77. A small initial hook written 011 the circle-side of 
Ef, Vee, Ith, The, represents a following L. A small 
initial hook written on the circle-side of Ar, Way, Es, 
Zee, represents a following R. These signs are then 
used to represent f r, vr, Ihr. To avoid confusion of signs, 
Ar, Way, Es, Zee, do not take either hook; thus, 

Namk Fel Per Vel Ver Thel Ther Thel Ther 
Value fl fr vl vr thl thr thl thr 

78. L following Em, En or Ray may be represented 
by a large initial hook, the hook being enlarged to dis- 
tinguish it from Wem, Wen and Wer; thus, 

,..£::>. __s^. ...cZ..^ 

Name Mel Nel Rel 

Value ml nl rl 

79. R following Em or En may be represented by a 
small initial hook, the sign being shaded to distinguish 
it from Wem and Wen; thus, 

,.^r^ __ _^-<:.-, 

Name Mer Ner 

80. L, following the sign for sh may be represented 
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by a small initial hook at the bottom, the sign being writ- 
ten upward. This cannot be used when sh is the only 
stroke, as it would then be written downward, and the 
hook would be N. R following the sign for sk or zh 
may be represented by a small hook at the top, the sign 
being written downward; thus, 

..\J. ..^..„.,„ ±. 

Name Bee-Shel Sher Zher 

Value b-slil shr ihr 

81. Only the curved signs named in the above sec- 
tions take the L and R hooks. All straight signs take 
the L-hook except Hay. All straight signs take the 
R-hook except Hay and Ray. 

82. When a perfect hook cannot be formed it may 
be represented by a slight offset; thus, 



farmer reply 

83. A vowel placed before or after an L or R-hook 
sign is read before or after both the stroke and the hook. 
When a vowel occurs between a hook and a stroke, if a 
dot-vowel, it is made into a circle, being placed before the 
stroke when long, and after it when short; but if a dash- 
vowel, a Weh or Yeh sign, or a diphthong, it is written 
through the stroke, if convenient ; but if not, it is placed 
at the beginning, when first position, and at the end when 
third position: thus, 



^. X_...i.„....k..., 
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84. The hooks should be used when L or R is 
grouped with other consonants, as in the words ^^j, /raj, 
etc. When there is but one stroke consonant in a word 
besides I, or R the hook should not be used when a vowel 
occurs between them, except to avoid a difficult junction, 
but may be used in writing words containing more than 
two stroke consonants; thus, 

-% -^-->K-t: ^ 

plow prow bore dark labor 

1I..EADING EJCER.CISE. 



_.t..t„.y.3^-_. 



Do,l,.cdbyGoOglc 



WRITING EXE.R.CISE. 

76, Please, pleased, pleases, idle; praise, praises, 
process, utter, tries, address, acre. 

77. Flow, fro, free, offer, frost, evil, every, oval, au- 
thor, authors, authorize. 

78 Camel, panel, final, barrel, manlike, rural. 

79. Honor, hammer, tamer, minor, dinner. 

80. Initial, bushel, facial, racial, rashly, flashily; 
erasure, measure, pleasure, treasure. 

83. Fail, share, term, person, sharp, dark, charm: 
form, George, church, occurs, course, courage, correct, 
cure, quality. 

84. Ball, pile, bore, door, jar; park, dark, lecture. 

Pledge, oblige, black, claim, clock, drop, crush, ea- 
gerly, treaty, ripple, payable, table, enable, paper, jobber, 
daughter, voucher, baker, vigor, maker, taker, decree. 

Recreation, — Please employ some teacher quickly. 
Flattery often spoils young men. Official utterances of- 
ten prove utterly worthless in trying seasons. He au- 
thorized me in plain terms. Honorable treaties by hon- 
orable men produce peace in troublesome times. 
REVIEW QUESTIONS. 

1. What is a small initial book on the circle-aide of a straight 
sign called? 2. How does an R'hook difler from an L-hooIc? 
3. HowisanK-hookaddedtoBf, Vee, IthorThe? 4. How is an 
L-hook added to curved signs? 5. How is an L-hook added to 
Em, En, Ray ? 6. How is R added to the sign for 1* ? 7. Howi.s 
L added to the sign for li * 8. What signs do not take either of 
these hooks ? 9. How is a dot-vowel written when it occurs be- 
tween an L or R hook and a stroke? 10. How is a long vowel 
distinguished from a short one when it occurs between a book and 
a stroke P 11 . When is this principle generally used ? 
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LESSON XIII: 

ISS PRE,FIXE,D TO L AND R HOOK SIGNS. 

85. Iss is always written distinctly within an L- 
hook. The large circle and the loops cannot be joined 
to this hook; thus, 



X L.. 



Name Spel Iss-Fel 

VaxuE spl s/I ■ . • -■ 

86. Iss, Steh or Ses may be prefixed to a straight, 
R-hook sign by writing it in the place of the hook; thiiK,' 

■ A 1 ^.- 

Name Sper Steh-Ter Ses-Per 

Valuk spr st-tr ss-pr 

87. Of the curved R-hook signs, Iss is prefixed to 
Ner only, by writing the circle distinctly within the hook. 
In all other cases the stroke Ray or Ar should be written; 
thus, 



signer sunlnier safer 

88. Sker or Sger preceded by a stroke in the direc- 
tion of Pee or Tee, and Sper by a stroke in the direction 
of Chay, may be indicated; thus-, 



u 



t 
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89. a- When a straight sign is followed by a straight 
R-hOok sign running in the same direction, ii 
sary to show the hook; thus, 



■I --f- 



b. In other cases the circle and the hook should 
both appear; thus, 



t 



...61.^ 



.o\-. 



90. There are three methods of writing Ster; namely,' 
by the Ster loop; by writing Iss in place of the R-hook 
on Tee, and by writing Steh-Ar. The first method is 
iised at the end of words, and occasionally in the middle; 
the second, when a vowel follows the last consonant ; and 
the third when a vowel occurs between the si and r\ thus. 



-V- 



U' 



^w 
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ILE.ADING EXER.CISE. 



if^Vvt.^^. 



WRITING EXERCISE. 

85. Supply, supple, sable, settle, saddle, sickle, 
cycle, civil, possible, display, disciple, adducible, accusa- 
ble, taxable. 

86. Supper, suppress, straw, suitor, seeker, scarce, 
stagger, sister, supreme, spring, stretch, stroke, string, 
strap, scrape, struggle, streamer, stretcher, stroker, sub- 
scriber. 

87. Sinner, sooner; severe, suffer, simmer. 

88. Disagree, disgrace. 

89. a. Prosper, destroy, outstretch, execrable. 

b. Pasture, mixture, extra, depositor, hemis- 
phere, designer, prisoner, besieger, listener. 

90. Stray, store, storm, strap, pester, taster. 
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ReckeATion, — physical culture leads many men into 
pugilism. Most men prefer sober, honest, faithful em- 
ployes in everj' case. Extreme distress may bring dis- 
aster. Sooner than go home alone she tarried three 
houra at Henrietta's house in Seattle. Disgrace may 
follow dishonorable actions. Extreme caution proves 
beneficial in many troublesome cases where haste brings 
disaster. Jasper's discourse may seem extremely plausi- 
ble in schools where physical culture prevails in some 
measure over classical studies. 

KtVIEW QUESTIONS. 

I. How is Iss prefixed to an L-book sign? 3. Canalargc 
circle or either of the loops be joined to an L-hook sign ? 3. 
How are the circles and loops prefixed to an R-hook sign ? 4. Is 
Ster ever prefixed to an R-hook sign? 5. How is Iss followed by 
an L-hook sign written in the middle of words? 6. How is Is-s 
followed by an R-hook sign written in the middle of words? 



LESSON XIV. 

LARGE INITIAL HOOKS. 

91. An L-hook may be enlarged to add R;anR-hQok, 
to add L; thus, 



A .-.-A _^_. 



Name Pel Pier Per Prel 

Valve pi plr pr pri 
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92- A sign with an enlarged initial hcx)k is read the 
same as if the hook were small, and the letter added by 
enlarging is read after the last vowel; thus, 

..^- .^..._.__K ......A. 



N 



April April 



93. Iss is joined to a large initial hook by writing it 
distinctly within it. The large circle and loops cannot 
be joined to these hooks. 

Note.— The names of these signs are Prel, Pier, Krel, Kler. 

94. When another stroke follows a sign with an en- 
larged L or R hook, as in the word ' Clark," the vowel 
must be written after the first sign. , . 

95. This principle should not be used when L or R 
is followed by a final vowel, or preceded by two vowels; 
thus, 

■¥- ^--- 

truly tliai 

96. The syllable i", en or »», beginning words, and 
immediately followed by Iss, may be expressed by asmall 
back hook when the stroke En cannot be more conven- 
iently written; thus, 

1^. .£X. ._._:f... 

enslave utifiettle 

Do,l,.cdbyCoOglc 



READING EXERCISE. 



.^A^::^^-4^i:- 



WRITING E.XER.CISE,. 

91. Abler, April, teller, Charles, clear, color, cooler, 
fuller, traveler, trifler, buckler, smuggler, cobbler, gam- 
bler, tippler, tattler, dabbler, clairvoyance, clergy, toler- 
able, stickler. 

93. Settler, saddler, scholar. 

94. Clerk, Clark, 

95. Corporal, editorial, pastoral, mackerel, liberal, ' 
illiberal. 

96. Inseparable, unscrupulous, instruction, instruc- 
tor, unsuppressed, unstrung, unsuppressible, inscribe, 
unscrew, insecure, enslaver, unseemly, unsullied, unsur- 
mised, unceremonious, unsolicitous, unsolvable, unsala- 
ble, unsettle, uncivilized. 

REVIEW QUESTIONS. 
!. What sound is added by enlarging an L-hook? 3. What 
sound is added by enlarging an R-hook? 3. Where are the 
sDunds added bv enlarging a hook read ? 4. How is Iss prefixed 
to an enlarged L or R hook ? 5. Can the large circle or either of 
the loops be joined to these hooks? 6. How may the syllable in, 
ijT or an be written ? 7. Should the In-hook be used when it is 
convenient to write the stroke'En ? 
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LESSON XV. 

Z.£,NGTH£NING. 

97. Ing may be lengthened to add ier erger; thus, 

anchor anger 

98. All Other curved signs, and occasionally straight 
signs, may be lengthened to add ttr, der, tker; thus. 



letter ladder Arthur educator 

99. The sounds added by lengthening are read after 
the last vowel, and before a final hook, circle or loop. 

100. A lengthened sign should begin at the same 
point as a single length sign, the part added being treated 
as a separate sign. 

101. The name of a lengthened sign is formed by 
adding the syllable represented by lengthening to the 
name of the sign; as, Lay-Ter, Ing-Ker, etc. 

loz. Vowels are written beside lengthened signs in 
the same relative positions as beside single signs. 

103. When a vowel occurs after a syllable added by 
lengthening this principle cannot be used, as a vowel 
placed after a stroke is read before the sounds added by 
lengthening; thus, 



M 



...y: 
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READING EXERCISE. 




WRITING E.XERCISE:. 

97. Anchor, sinker, winker, laiiker, banker, anchor- 
age, anger, younger, Hnger. 

98. Fitter, fetter, fatter, voter, theater, oyster, shat- 
ter, shutter, letter, litter, latter, meter, matter, mutter, 
neuter, water, softer, hunter, slaughter, nitre, Waller. 

98. Alder, feeder, shudder, leader, louder, older, 
holder, order, madder, wider, sunder, wonder, moulder, 
smoulder, wilderness, slender, render, modern, 

98. Weather, Arthur, anthracite, feather, father, 
mother, smoother, neither, leathern. 

98. Educator, writer, executor, quarter, quarterage, 
quarterly, elector, testator. 

103. Enter, entry, center, sentry, winter, wintry, 
leather, leathery. 
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REVIEW QUESTIONS. 

I. What sounds are added by lenj^thenin); Ing? 2. Wliat 
3 ,uiids are added to other signs by lengthening? 3. How is the 
position of a lengthened sign determined? 4. Where isa vowel 
written after a lengthened sign read? 5. Can the lengthening 
principle be used in words containing a final vowel? 6. Can a 
straight sign be lengthenel ? 



LESSON XVI. 

T on. D ADDED BY HALVING. 

104. T or D maj' be added to all hooked consonant 
signs, and to most unhooked signs, by halving; thus, 

wind fin<l mind beat coat 

105. Unhooked L, Em, En, Ar, may be halved to 
add T, but must be shaded when halved to add D; thus, 

-'^ ->^ — ^ -"T--^--^— -^ - 

late old mate niaik note need heart hard 

106. The sign for L is usually written jiownward 
when halved to add T); when halved to add T, it is gen- 
erally written upward, but may be written downward 
when the upward stroke doe^ liofjoin easily with the 
preceding one; thus, ' 

mailed melt knelt 



b, Google 



49 

loy. As El, Em, En and Arare shaded when D is 
added, to avoid confusion, the corresponding full-length 
signs Yay, Way, Emp, (See Sec, 154) Ing, are never 
halved unless hooked. 

108. Unhooked Lay, Ray and Hay may be halved 
to add T, but not D, unless joined to another sign; thus, 

light lied write ride heat heed mired 

Note. — Most writers do not halve Ray when standing alone. 

109. The halving principle should not be used when 
it would be difficult to determine the length of a stroke. 

1 10. A sign is sometimes detached and written near 
the first part of a word; thus, 

\ ; ^ 

(lateii freighted 

111. A vowel written after a stroke is read before 
T or D added by halving. A final hook is also read be- 
fore T or D added by halving, but Iss is read after. 

112. When a final vowel is preceded by T or D, or 
when two vowels occur between T or D and another con- 
sonant, the stroke must be written; thus, 



->- 
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Note.— The names of the shortened signs are Tet, Ted, Fet, 
Fed, etc. 

1 13. The termination rd may be represented by Ret 
in such combinations as the following: 



^ 



114. The terminations tarj and tory are usually re- 
presented by halving the preceding stem and joining 
Ray; thus, 

_1^__ _ -.-•^-.- 

directory territory 

115. The termination ist may be written iipward when 
the downward stroke is not convenient; thus, 



fashionist excursionist 

I r6. The halving principle should not be used when 
a simple half-length stroke would be preceded and fol- 
lowed by a vowel; thus, 



,w, 
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READING k:,XERCiaE. 



rt^o^.. 



WRITING E^XERCIS£„ 

104. Date, bait, coat, void, goad, around, round, 
mounts, print, land, warrant, friends, gold, built, oper- 
ate, fields, appeared, offered, court, third, appoint, as- 
signed, plant, patient, occasioned, ancient, child, street, 
silent, cement, second, suspoid, wild. 

105. Old, lute, heart, hard, mate, made, neat, need, 
saint, sound. 
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io6. Polite, melt, knelt, mild, mailed, mold, beheld, 
io8. Write, read, height, heed, light, lied. 
109. Looked, clicked, evict, effect, slacked, cracked, 
no. Indebted, deeded, dated, freighted, averted. 

112, Pity, duty, notice, quota. 

113. Moored, feared, lured. 

116. Bed, abed, void, avoid, unite, solid, quiet. 

Occupied, violate, moved, better, written, notify, 
metal, fortunate, ascertain, left-hand, detect, affidavit, 
estimate, right-hand, midnight, ultimate, fortified, mar- 
red, married, borrowed, reared. 

REVIEW QUESTIONS. 

I. What sounds are added by halving ? 2, May either T or 
D be added to all consonants by halving? 3, Which four signs 
are shaded when D is added ? 4. Which three signs are halved 
to add T but not D ? 5. Are Em. En, El, Ar, shaded to add D 
when hooked? 6. Is a vowel written after a strobe read before 
the T or D added by halving? 7. Should a half-length sign be 
added to a full-length sign without an angle ? 8. When should a 
sign be detached ? 9. How should T or D be expressed when it 
precedes a final vowel ? 
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LESSON XVII. 

PREFIXES. 

Prefixes may be represented as follows : 

117. Con, Com, Cum or Cog, by a light dot written 
at the beginning of the remainder of the word. {Reading 
Exercise tIJ.) 

118. Con, Com, Cum or Cog, in the middle of 
words, by writing the remainder of the word near to or 
partially under the first part. {R. E. 118,) 

Note. — The prefix sign for con or cum is not used in the follow- 
ing words ; Comity, commissary, commiserate, commotion, coni- 
ng. Contra, Contro or Counter, by a tick 
written in any direction at the beginning of the remain- 
der of the word. {R. E. up-) 

120. Inter, Intro or Enter, by Enter joined. 
(_R. E. 120.) 

121. Magni or Magna, by Em written over the 
remainder of the word. (^. E. 121.') 

122. CoNCOM, by writing two Con dots, one above 
the other, at the beginning of the remainder of the word. 
(R. E. 122.) 

123. Self or.CiRCUM, by writing Iss before the 
remainder of the word. {R. E. i2j.') 

124. Self-Con, by writing a small circle in the 
place of the Con-dot. {R- E. 124.') 
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125- For and Fore, by joining Ef to the remainder 
of the word. (R. E- fZj.) 

126. When a prefix is preceded by a syllable its 
sign may be joined. {S. E. izj.) 

READING EXERCISE. 

L73w3)--i'//i-t---^^-v^^-n--^ 

WRITING EXERCISE. 

117. Composition, condensation, cumbersome, cog- 
nate. 

118. Decompose, discomfort, discontent, discon- 
tinue, incomplete, incomprehensible, inconstant, uncon- 
demned, misconstrue, recognize, reconcile, recommend, 
unconscious, incumbent, uncombined, irreconciliation, 
accommodate, accompany, accomplish. 

119. Countersign, contravene, contraband, contro- 
versy, countermand, counterfeit, countercheck. 
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I20. Interpose, introduce, entertain. 
131. Magnitude, magnify, magnanimous, magnetic. 
12 2. Concomitant, concomitance. 

123. Circumspect, selfish, 

124. Self -condemned, self- convicted, 

125. Foreclose, foresight, forward, foreseen, fore- 
warn. 

126. Uncontradicted, uninterrupted, disencumber, 
self -contradictory , 



Rbcrbation. — Clark received liberal compensation. 
They opened up communication in twenty- minutes. 
Charles' misconduct went unpunished many days. Mi- 
croscopes reveal many hidden secrets. Circumstances 
alter cases. Self-conceit ruins many young men. Un- 
foreseen circumstances render positive assurance uncer- 
tain. 



R£,VIEW QUESTIONS. 



I. What does a light dot at the beginning of an outline repre- 
sent? 2. What does Kay written before the remainder of an 
outline represent ? 3. How may aitira be represented ? 4. How 
may id; in th^ middle of words be indicated ? 5. How may intra 
be represented ? 6. How may magal be represented? 7. How 
may "■«« be represented ? 8. How may alf 01 circum be repre- 
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LESSON XVIII. 

AFFIXES. 

Affixes may be represented as follows : 

127. Ing, bya light dot at the end of the preceding 
part of the word. (Ji. E. 127-) 

128. Ingly, by a heavy tick in the direction of Bee 
or Jay. {R. E. 128.) 

129. Ings, by two light dots, or by joining Ings. 
{R. E. I2g.) 

130. Bleness, Fullness, Someness, by a small 
circle. {R. E. jjo.) 

131. Lessness, by a large circle. (S. £. iji.) 

132. Ble or Bly, by Bee joined when it is not con- 
venient to write Bel. (^R. E. ijz-) 

133. Ology, by Jay joined or disjoined. (R- E. 
^33-) 

134. Ship, by Ish joined or disjoined. (,R. E. 134.) 

135. Ever, by Vee joined. {R. E. 135- ) 

136. Soever, by Iss-Vee joined. (S. E. 136.) 

137. Fore, by Ef joined. {R. E. 137.) 

138. TiAL, by Ish joined when Shel is not conven- 
ient. {R. E. 138.) 

139. Self may be added to pronouns by Iss-; 
Selves, by Ses. {R- E- 139.) 

140. LiTV or RiTY may be indicated by disjoining 
the stroke immediately preceding this syllable. (R. E. 
140.) 

141. Mental or Mentality may be indicated by 
Ment disjoined and written near the preceding part of 
the word. {R. E. 141.) 
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READING EJCERCISE,. 



WRITING EXERCISE. 

127. Seeking, trying, keeping, eating. 

128. Charmingly, amazingly. 

129. Sayings, musings, casings, writings. ' 

130. Feebleness, watchfulness, loathsomeness, irk- 
someness, skillfulness. 

131. Lawlessness, thoughtlessness, harmlessness. 

132. Sensible, forcible, insurmountable, attainable. 
153. Chronology, phrenology, theology, theological. 
134. Courtship, wardship, friendship, partnership, 

township. 
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135- Wherever, whenever. 

136. Wheresoever, whensoever, 

137. Wherefore, therefore. 

138. Prudential, essential. 

139. Myself, ourself. ourselves. 

140. Legality, formality, principality, credibility, 
popularity, posterity. 

141. Regimental, supplemental, elemental, experi- 
mental, instrumentality. 

Recreation. — Prosperity gives joy if rightly used. 
Disability prevented Charles joining Roosevelt's Rough 
Riders in Cuba so he stayed at home. Slight disparity 
in age need not prevent lovers marrying. Instability 
prevents many men succeeding in life. 

REVIEW QUESTIONS. 

I. How is the afSK ing represented? i. How ars */("«' and 
fullniis represented ? 3. How is lanim represented ? 4. How are 
s'lfaaA k/i'sj represented ? g. Howis/ng/i' represented? 6. How 
are lily and rUy represented? 7. How are kli and kly represented? 
8. What does Jay disjoined represent? 9. What does Ish joined 
or disjoined represent? 



LESSON XIX. 

DIFFERENT METHODS OF WRITING L AND R. 

142. Ar should be used; 
I. When R is the only stroke in a word, andis 
preceded by a vowel. {R- £■ 142-1-) 
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2. When R is the only stroke, and is preceded and 
followed by a vowel, except when two similar words need 
to be distinguished by diEference of outline, as tl'r, 
starry^ etc., when Ray should be used if followed by a 
vowel, {R. E. 142-2.) 

3. When R is the first stroke, and is preceded 
by a vowel except when followed by Tee, Dee, Chay, 
Jay, Ith, EnorSen. {R. E. 142-3.) 

4. When R is the last stroke, except when it 
follows Em, Ray, Ith or an N-hook sign, {R. E. 142-4.) 

143. Ray should be used: 

1. When R is the only stroke in a word, and is 
followed by a vowel, {R. E. 143-1. ) 

2. When R begins a word, except when followed 
by Era, Emp, (See Sec. 154) orSem. {R. E. 143-2.) 

3. When R. is the last stroke, and is followed by 
a vowel. {R. E. 143-3.) 

When R follows Ray or Hay. {R. E. 143-4.) 

144. Lay should be used: 

1. When L is the only stroke in a word. {R. E. 
I44-I) 

2. When L is the first stroke, except when fol- 
lowed by Gay or Sen. {R. E. 144-2.) 

3. When L is the last stroke, and is followed by a 
vowel, except when preceded by En or Ing. {R. E. 
144-3 ■) 

4. Usually when L is the last stroke, except when 
preceded by En, Ing, Skay, or sorae other sign that can- 
not be easily joined. (R. £.144-4.) 
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145. El should be used: 

1. When L is the first stroke in a word, and is 
preceded by a vowel, except when followed by a stroke 
that cannot be conveniently joined. (R- E. 14^-1.) 

2. When L is final and is preceded by Ef, Vee or 
Ray. If followed by a vowel, Lay should be used. 
{R. E. 145-2) 

146. In words of distinct outlines, the above rules 
may be disregarded in order to secure easier junctions. 

READING EXERCISE. 



<«"'4^"^^-^'^-C"-'4^'^^ 



."^u^:. 




■■GZ^^^£:££- 






^^..s^..^:-^. 



'■^ 
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WRITING EXEB.CISE. 

142-1. Ear, hair, erred, hard, sore, stair, stairs. 

2. Era, array, arrows, serious; store, story, 
star, starry. 

3. Arm, harm, orb, ark, hark; aright, arrayed, 
arch, urge, earth, arnica, arson. 

4. Fire, fore, lore, chore; moor, mire, roar, 
rear, Thayer, vainer, finer. 

143-1. Raw, rose, roses, raised, raises, wrist. 
2. Reap, rich, rage, rash, rogue, reason; d 



Mary. 

4- 
ris, hero. 



Parry, borrow, dairy, ferry, Ezra, Laura, 
Rarer, barrier, anterior, furrier, Harry, Har- 



Ail, laws, sale, sales, solace. 

2. Lame, lobby, lady, ledge, life, lull, Lyra, 
liar, lime; listen, lesson. 

3. Pillow, chilly, tallow; Nellie, kingly. 

4. Peal, ball, mail, toil; nail, kneel, knoll, king- 
ly, schedule. 

145-1. Alum, elk, alike; allayed, elbow, olive. 
2. File, follow, vile, volley, rail, rally. 

K£,VIEW QUESTIONS. 

1. When I, begins a word how should it be written? 1. How 
should t, and R be written when they follow initial vowels? 3. 
How should R be written when it precedes a final vowel? 4. 
How is final L written? 5. How is L written after En and Ing? 
6.' How is R written after Em and Ith? 7. How is R written 
before Chay, Jay, Tee, Dee, Ith and Sen ? 8. How is R written 
before Bm and Sem ? 9. How is L written before Gay and Sen ? 
10. How is h written when it follows Ef , Vee or Ray ? 
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LE.SSON XX. 

MISCELLANEOUS PRINCIPLES. 

147. A stroke should be used when S, Z, W, Y or 
H follows an initial vowel. In all other cases, except 
when H or Z begins words, if a brief sign is provided, 
it should be used; thus, 



.A.^. 



148. A stroke must be written before a final vowel. 
When brief signs are provided, they are generally used 
at the end of words; thus, 



149. N may be omitted fromjwords 'beginning with 
trans, and in a few other words of distinct outlines, when 
it cannot be conveniently written ; thus. 



transact identical demonstrate assignment 



-%^ U,.- 
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150. T may be dropped from Steh when it interferes 
with joining a following consonant; thus, 



-^- --V- 

mostly vastly 

lay usually be omitted w 
owed by a Shun or Tiv 

i' - + 



mostly vastly 

151. Kay may usually be omitted when preceded by 
a stroke and followed by a Shun or Tiv hook ; thus. 



destruction destructive 

152. R may usually be omitted from words ending 
with scriie, serif , etc, ; thus, 



subscribe subscription 

153. Gay following Ing may be omitted from such 
words; as. 



H. 



..T,_ 



distinguish extinguish 

154. P or B may be added to Em by shading ; thus, 

._A^ _S--j-*,_-_ Uk ^fr?v- 

hemp bump dump jump 

155. P may be omitted from such words as pre- 
sumption, empty, prompt, etc. 
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READING EXERCISE. 






u 






A..^U- 




WRITING EXERCISE. 

147. Asp, awake, ahead, easily, essence, oyer. 

148. Moss, mossy, race, racy, rose, rosy, hazy, 
paste, pasty, dust, dusty, pit, pity, quote, quota, g^ilt, 
guilty, tide, tidy, notes, notice, plant, plenty, vote, veto, 
anger, angry, hunger, hungry, feather, feathery, water, 
watery, sunder, sundry, center, sentry, puff, puffy, pen, 
penny, cough, coffee, fun, funny, assign, assignee, rain, 
rainy. , 
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149- Demonstrate, transact, trans- Atlantic, identical, 
transfuse, transition, translate, transitory, translucent, 
transmarine, transmission, transom, transplant, transport, 
attainment, atonement. 

150. Mostly, tasteless, vastly, testament, lastly, rest- 
less, honesty, justify, domestic, destitute, post-office, 
postmaster. 

151. Instruction, construction, destruction, restric- 
tion. 

152. Describe, subscribe, subscription. 

153. Relinquish, distinguish, 

154. Romp, pump, hemp, hump, stump, impose, 
stamp, impatience, imposition, cramped, stamped, pre- 
emption, consumption. 

REVIEW QUESTIONS. 

I. How should S or Z preceding a final vowel be written? 
a. How should <r preceding a final vowel be written ? 3. How 
should T or D be expressed when followed by a final vowel ? 4. 
Can the lengthening principle be used in words ending with a 
final vowel ? 5. How is N written before a final vowel ? 6. 
When F precedes a final vowel how is it written ? 7. Is the hook 
or stroke written when N precedes a final vowel? 8. How is 
final F written ? 9. When may K be omitted ? 10. When may 
R be omitted? 11. When may N be omitted? la. When may T 
be omitted ? 
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TO THE TEACHER. 

|ORD-SIGNS and phrases should not be taken up 
until all the principles of word-formation, the pre- 
fixes and affixes have been thoroughly mastered. Some 
students will complete a lesson every day, while others 
will require more time. The ability to write a lesson 
correctly in the time given is the supreme test. 

When the student takes up a new lesson he should 
first translate the Reading Exercise. After it has been 
corrected he should copy it at least ten times in a special 
book for the teacher's inspection. Then he should take 
up the Writing Exercise, writing it without assistance 
except from the text book. After it has been corrected 
it should be written at least ten times. Then he should 
write both exercises from dictation for not less than one 
hour, or as much longer as is necessary to write them in 
the required time. Additional practice on words and 
sentences is recommended. 

After finishing thirteen lessons an examination should 
be given on principles, word-signs and dictation, 85 per 
cent being the requirement on principles and word-signs, 
and 40 words a minute on dictation, with good readable 
notes, and the ability to read them fluently. After fin- 
ishing all the lessons and learning the word-signs and 
contractions at the end, a grand review of the book 
should be made ending with a final examination, the re- 
quirement being 85 per cent on principles and word-signs, 
and not less than 100 words a minute on dictation. 
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LESSON XXI. 

WORD-SIGNS. 

156. Oil account of the frequent occmrence, or diflB- 
cult outlines of certain words, they are represented by 
signs called word-signs, which consist of one or more- 
strokes of the outline. 

R£,MAn.K. 

Word-signs are only valuable when perfectly learned, there- 
fore the pupil should not take up a second list until the first one 
has been thoroughly mastered. After two or three days, the first 
list should tie reviewed, and this reviewing should be continued 
until all the lists have been learned. 

VOWE.L WORD-SIGNS. 

157. These are called vowel word-sigus because the 
principal vowel of a given word has been retained as the 
representative of the word, while the consonants have 
been dropped. 

158. The vowel word-signs are written in two posi- 
tions, those with first position vowels in the first, and 
those with second or third position vowels in the second. 

159. The dash-vowel word-signs are formed by writ- 
ing the dash- vowels in different positions in the direction 
of Pee, Tee or Chay. The brief W and Y word-signs 
are formed by writing Weh, Wuh, Yeh, Yuh, in differ- 
ent positions. 
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all ; awe ; ought 
Bee-Oid, Dee-Oid. ■*'^*.l^ two, too; O. oh, owe; 
Jay^id -^ who-m 

Jay-Oids * whose 

PeeiOid Tee-Oid, ^'^ \U. ° toTb"" should 

Chay-Oid ^— ^■ 

c t> we or with, what 
Weh, Wuh ...Ji ?_ were, would 

V=h.Vuh ."...v. "O.^'^i/^tr'"'""'' 

Pee-Oid-Rav-Oid " , , . . 
- I, eye,high 

Chay-Oid liow 

i6o. The ticks for la, ihsuld and how are always writ- 
ten downward when standing alone; when joined to 
other signs, they may be written either upward or down- 
ward, according to convenience. 

i6i . The special marks used in phonography are as 
follows: 

..^....period .il^. J., parenthesis 



_.y?r.. interrogation ...a«.doubt 
..,~7.,. exclamation _ , « .,. hyphen 



b, Google 



READING EJCERCISE. 



WRITING E,XE.RCISE. 

Sirs: A friend of mine who attended the Blaiik 
College last year has advised all his friends who contem- 
plate taking a "Business Course" to attend this col- 
lege. I He says the excellence of the institution is 
widely known . The completeness of the course of study, 
the original and thorough plan of instruction, and the 
uniform success | of the graduates, stamp the college 
as the leading commercial school of the State. His 
flattering recommendation has induced some of the young 
folks of Fremont to investigate | the merits of the col- 
lege, and should a visit confirm his impressions some 
intend to take the course. 

Asking the attention of the proprietors, and request- 
ing circulars, I remain, 

1 12 words. 

(This exercise must be practiced until it can becorrectly writ- 
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LESSON XXII. 

PHRASE. WRITING 

162. Considerable facility in writing may be acquired 
by joining certain words in phrases, when convenient, 
and they are closely connected inconstruction. It is not 
allowable to join words that do not belong to the same 
group or phrase. If a pauseoccursbetween them, how- 
ever short, they must not be joined, as the reader would 
be misled. 

163. The primary object of phrase- writing is speed; 
therefore phrases of inconvenient lengths or difficult 
junctions should not be made. 

164. The greater number of phrases should not con- 
tain more than two or three words. These are the 
smallest grotips into which sentences can be divided, 

165. Usually the first word of a phrase is written in 
its proper position, and the others follow without regard 
to position. 

166. When the first word of a phrase is represented 
by an a, an, and tick, the second is always placed in 

position. 

167. Sometimes when the first word of a phrase is 
represented by a horizontal sign, a dash-vowel word- 
sign, a brief W or Y sign, or some other sign of the first 
position which can be moved up or down without taking 
it out of position, the second stroke is placed in position, 
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especially when the second stroke depends considerably 
upon its position for legibility; thus, 



.rc.....-.i. 



in these all those we did what had 

i68. In a few cases, when the second word depends 
more upon its position for legibility than the first, the 
position of the phrase is determined by the second. 
REMARKS. 

1, The student may now omit all unaccented vowela from 
words of distinct outlines, except proper nouns, which should be 
fully vocaliied, orwrittett in longhand, if unfamiliar. 

2. In the following exercisea the words to be joined are con- 
nected by hyphens or marked by commas ; those to be indicated 
or disjoined are separated by colons, and those to be omitted are 
enclosed in parenthesis. 

MISCELLANEOUS CONTRACTIONS. 

..^_asfar as . — ^j enclose herewith 

_^..aswell"9 ^ » first-class 

— I at any rate ...Jf facility 

I at first ..JSTT— general manager 






■4- 
■■■!■■■ 

«J,— .at once ,.™\*'. in reference 



it length ___J in receipt 
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WRITING 

as many as 

as many as possible 

at any rate 

at his 

at his age 

at least 

at some 

at some place 

between his 

between such 

between those 

by his own admission 

by his own showing 

by many 

by many such 

did you 

did you go 

did you make 

did you run 

does it seem 

does not 

does not know 

does not see 

enter into 

has been 

has been found 

has been known 

has not been 

if we 

if you can 



EXERCISE. 

if you must 

if you receive 

in any case 

in any position 

in his book 

in his defense 

in his own business 

in his own name 

in such manner 

in such matters 

in such places 

in this case 

in this instance 

it has been 

it has no chance 

it is going 

it is not 

it seems so 

it should be 

it should not be 

many instances 

many nations 

many seasons 

many such 

may we 

may you 

no instance 

no interest 

of these 

on account 
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on his account 
one day 
one man 
only such 
only those 
she can ' 
she can be 
she has been 
should be 
since it is 
since then 
some means 
sitch cases 
such could not be 
such has been 
such matters 



this nation 
this point 
this reason 
to leave 
we find 
were found 
what can be 
what could we do 
what do you meat 
what is 
who can 
who could be 
you may 
you should be 
you should not 
you should not be 



LESSON XXIII. 

WORDS JOINE,D BY TICKS. 

169. I, He or How, beginning phrases, may be 
represented by a tick written in the direction of Pee, Ray 
or Chay, and joined to the following stroke, / being 
written in the first position ; he, in the second; and how, 
in the third : thus, 



.L- 



.i. 



..^.. 



nay be pliyi hi 



t nuny bowdoM 
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170. He or The, in the middle or at the end of 
phrases, may be represented by a tick written in the 
direction of Pee, Ray or Chay, and joined to the preced- 
ing stroke. 

171. A, An or And may be represented by a tick 
written in the direction of Kay or Tee, joined to a fol- 
lowing, and occasionally to a preceding sign. 

172. The AND-tick has no position of its own, but 
adapts itself to the position of the sign to which it is 
joined, except when followed by another and, or a tht 
tick, in which case the first tick should rest upon the line, 

173. A, Ak, And or The, following the affix i»f 
may be represented by writing their respective ticks in 
the place of the ing-dol. 

K£,MAR.K. 

I is never joined to a preceding sign except when it follows 
the And-tick, and then it is written in the first position, 



MISCELLANEOUS CONTRACTIONS. 

n receipt of your favoi 



in regard .^T^.^T^- " 

..TTX.in respect f_ we will 

p-....*..'n response ^^ „ere not 

-.C3.. .merchant _ with me, we may 

....^^..very truly your^ _.^=:::..._ with him 

"""" """• "'" ' -8 truly 



■, with [ 



■f- 
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Note. — A W-hook may be joined to a following Iv, Ray, Em 
or En to represent «v or viii, the hook being written in the first 
position. For examples see above list of contractions. 

WRITING EXE.KCISE 

I Phrases: I admit, I advise, I am certain, I am 
sorrj', I ask, I beg, I beseech you, I call, I can, I can be, 
I can say, I cannot be, I cannot do, I could, I 
could not, I could not be, I dare, I desire, I did, I fear, 
I fear you, I find, I found, I intend, I insist, I judge, 
I know, I leave, I like, I might, I must, I need, I 
reply, I sent, I take, I trust, I would, I would not. 

He Phrases: He can be, he can do, he did, he does, 
he does not, he has been, he has gone, he has kuowi^, he 
has not, he has not paid, he is, he is gone, he is not worth, 
he intends, he judges, he knows, he must, he places, he 
receives, he renews, he would be, he would not be. 

How Phrases: How are you, how can it, how could 
they, how could we, how could you, how dare j'OU, how 
did you, how does it, how far, how goes it, how many. 

A, An, And Phrases: A break, a busines.s, a design, 
a dream, a few, a friend, a knife, a person, a slate, a 
table, a track, a vial, an agent, an excellent, an official, 
and a, and as, and but, and by, and each, and he, and I, 
and if, and is, and it may, and should, and what, and 
would, and you must, taking : a, trying : a. 

He and The Following Another Word: As the, if 
he, if he goes, if he may, if he tries, if he would, in the, 
in the case, in the same, in the way, is the, on the, on 
the way, should the, should he take, taking : the, mak- 
ing : the, trying : the. 
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LESSON XXIV. 

CONSONANT WOB^D^IGNS. 

174. The word-sigiis of this list and subsequent ones 
are called consonant word-signs, one or more of the con- 
sonants of a given word being written. 

175. Consonant word-signs are written in three posi- 
tions, and usually in the position indicated by their 
accented vowels; but, sometimes, when two or more 
word-signs have the same position, one is taken out of 
its proper position and assigned to another; as the word 
"be," which is written in the second position to dis- 
tinguish it from "by." 

REMARKS. 
Do not try to write fast; write well. It will be found that after 
an exercise has been copied several times there will be but little 
difficulty in writing fast enough. The hand must become ^miliar 
with the outlines by many repetitions before the signs can be made 
quickly. 

. think •) their, there, 

Ith ...Lf.. thank, thousand Ther._i..l„ they are 
*• ' other 

5 authority ( that 

Thret .^throughout TUel—.-f.. without 

The ..(../..though Es ....J — us 

) astonish ' — ' 
Est l.establish Kn any 

Ester „,.. v.. yesterday ' Ens ,_„„. influence 

Zee ,.J....was Ellsl_;^... next 
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176. The plural number and possessive case of nouns, 
and the third person singular of verbs, may be repre- 
sented by adding Iss. 

177. The sign for you, in j^rases, may be inverted 
when more conveniently joined than in its natural direc- 
tion. When beginning phrases, the inverted sign should 
take the position of the second word; but when not in- 
verted, it should be written in its own position. 

178. Us may be represented by Iss joined when the 
stroke for this word is not more convenient. 

READING EXER.CISE. 



WRITING EXE,RCISE. 

if you knew - let us 

if jou may like us 

thank jou make us 

that you may of us 

there you go reach us 

you know that you know us 

you know them taking : us 

you may think taking : his 

Your-letter of-the 27th asking me to appear on-the 
program of-the National Shorthand Teachers' Associa- 
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tion at their next meeting was-received. If nothing 
happens to interfere with-my present | plans, you-may 
count on-my presence at-that-time. I-prefernot to-write 
a-paper. If-you see fit to assign me to-lead-the discus- 
sion on-some paper all-right, | providing: the paper is 
in-my-line. Vou-know my specialty is typewriting. 
Although I-understand shorthand, and-once taught and- 
used it to-some extent, I-have-paid but little attention | 
to it lately, and-should not like to attempt to discuss 
shorthand matters. Trusting you-may find some-one 
who-is better able to-write on-that topic, I-reraain, 
Yours- truly, 
129 words. 

n be correctly writ- 



LESSON XXV. 

COKSONANT WORD-SIGNS. 



Wen — -when 

Nen .— ■ opinion 

Enshun information 

Enders ———indorse 

Endere-Net indorsement 

Ked 



Enter ....j_^,. mother 

, — thing 

Ing .-..w^.. language 

long, along 



under, hundred j^^ 1 
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Note. — The word "are" may be represented by Ray in phrases 
when Ar is not convenient. 

179. The past tense and perfect participle may be 
represented: 

1. When the outline ends with a simple stroke; 
[a] by halving; [b] by joining or disjoining Tee or 
Dee; [c] occasionally by joining Ted or Ded. 

2, When the outline ends with Iss, by making 
it into a loop; thus, 

-^ ^f ~^ 

owned thanked influenced 

180. Way or Away may be represented by Weh or 
Wuh joined to the preceding sign when the stroke is not 
more convenient. 

181. Con or Com may be indicated by writing the 
following word under the preceding one. 

182. The word "in" may be represented by the 
In-hook when not more conveniently written otherwise. 
{See See. 96.) 

K.EADING ELXERCISE.. 



Do,l,.cdbyGoOglc 



WBJTING EX£R.CISE. 



any way 
long way 
no way 
one way 
same way 
that way 
this way 
under way 

in connection 
in consideration 
my condition 



in his course 
in his dream 
in his letter 
in his last letter 
in his hne 
in securing : the 
in selling 
in some cases 
in some measure 
in some places 
in some way 
in some ways 



Your-letter of yesterday enclosing copy and-corrected 
proofs was-received. We-will make-the corrections and- 
return-the plates to-you as- soon -as- possible. We-are- 
sorry that-the cuts are | no better. The copy was faulty. 
The lines were shaky and-uneven, and, -of -course, these 
imperfections show in-the finished plates. We-did-the 
best we could, and-are sorry you-are | dissatisfied. In- 
making copy you-should use-the best India ink, and- 
make-the lines as smooth -as- possible. I-would-not try 
to-make-the lines too fine, as-a strong, bold | line 
produces-the best results. It-is-always best, if possible, 
to-reduce-the characters at-least one quarter, as in re- 
producing the lines appear a-little coarser than in-the 
original. 

131 words. 



it be practiced until it ci 



e correctly writ- 
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LESSON XXVI. 

CONSOKANT WORD-SIGNS. 

Ray <^... recollect Smen ^-tfTTM-. examine-atioa 

Wer t£^^ where, work-ed Smet '"' somewhat 

"""" 1^" aware "*' sometime 

Em ...<r:^-. am, him Med immediate 



Mer ,_ ^'■■' "^'r^' Ment 

Mers Mrs. 



Mrs. Men:ing \, morning 

^-^ important-ance J j ^^^ 

Emp . — .-^rr- improvement, Ish ..^ shall, shall 

_^ may be iomo 

Bmps impossible-ihtj- Sher _.-Z-. sure 

Sem similar Sberl ..-^... surely 

OF and OF THE IndlcUed. 

183. Of or Of The may be indicated by writing the 
following word as near as possible to the preceding one; 

thus, 



.,^^. .'r>... 



184. This principle may be extended by the re- 
porter so as to include of an. It is usually best, how- 
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ever, to write the signs for of an. Some writers prefer 
to write the signs for all these words. 

185. Words represented by dash-vowels, diphthongs, 
Weh or Yeh signs, or Iss, must not be written near 
other outlines to imply any of these words, as they 
might be mistaken for vowels; thus. 



L^ 



because of his condition of the eye some of you 

186. This principle should only be employed when 
these words occur in the middle of a phrase. At the be- 
ginning of a phrase the sign for of must be written; at 
the end, it may be expressed by an Ef-hook when con- 
venient. (See Sec. 210.) 

187. These words may be omitted, and the preced- 
ing and following outlines joined, when they can be 
easily supplied by the aid of the context, and occur 
between words of distinct outlines. 

WRITING EXERCISE. 

183. Bend of the river, bottom of the ocean, busi- 
ness of the hotel, cause of the trouble, choice of the 
meeting, day of the month, delay of the case, expense of 
the transaction, friend of the people, moment of the col- 
lision, policy of the firm, signs of the times, some of the 
parts, view of the landscape, voice of the people, day of 
grace, routine of work, waste of time, waste of words. 

185. All of us, all of the time, because of his, con- 
dition of the eye, one of us, some of you. 
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i86. Of an, of course, of course he, of such, of that, 
of the, of this, of those, of you, out of doors, 

187. In some parts of the world, in some parts of 
the state, Word of God, words of God. 



LESSON XXVII. 

CONSONANT WORD-SIGNS. 

J 'N- over 
.^ usual, usually Ver .lA., every, ve 

/^ - will _ — give, givei 

- i-—--f- whole f-^y together 

- -while Ef ...\.,..for,fact 



_ \.L-.-. learn F„ •;;^ 



Note. — For convenience two signs have l>een given foiy^r. 
No confusion will result from writing yau and your with the some 



188. Full, Fully, Ever, may be added by an 
F-hook. 
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PLEADING EXER.CISE. 



-l.jk.^}:.:.21..>^.^ 



WRITING EXERCISE. 

As I-have nearly completed a-course in shorthand 
and-typewriting at-the Blank Business College, and-am 
desirous of securing a-position with some good business 
house as-soon-as I-graduate, | I-write to ask-that if a- 
vacancy occurs in-the office of Emerson &-Shaw you 
notify me at-once, and-assist me all-you-can in-securing 
it. As you-know, | I-am twenty years of-age, and-a 
graduate i of : the : high-school of-this-city. I-was em- 
ployed one-year in-the office of Brown &-Smith as assist- 
ant bookkeeper, and -understand -the ] routine : of : office 
work, so I-am-ready to enter upon-the duties connected- 
with shorthand and-typewriting with ; considerable pre- 
liminary training. I-can assure-you that if I secure-the 
position I-shall try | my best to-merit-the esteem and : 
confidence of-my employers. 

Thanking you in-advance, I-remain. 



I words. 



must be practiced until it can be correctly writ- 
-half minutes.) 
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LESSON XXVIII. 

CONSONANT WORD-SIGNS. 

Yayses ...C- yes, sir Tent — i/,/— sentlemen 

' '' gentleman 

Fet ..S after Tees L-. itself 

FetSteh ..y^..... footstep Tel P... until 

Chay // which, change Tret .....1. ^ toward 

/ much, charge 



_/_/ advantage Ter 1 t 

' large I 

TO &nd TO THE. Indicated. 



189. To or To The may be indicated by writing the 
following word in the 4th position, just under the line. 
The adverb loo and the numeral two should usually be 
written; thus, 



190. To A, To An, or And To may be indicated by 
joining the And-tick to the following word, and writing 
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the phrase in the 4th position, when not 1 
iently expressed otherwise; thus, 



191. When To A and To An cannot be conveniently 
joined to a following word, they may be indicated by 
writing Tee-Oid just below the line; To The, by writ- 
ing Pee-Oid just below the line. 

tgz. The sign for ta should usually be written when 
followed by an upward stroke. 

193. The sign for to should be written when fol- 
lowed by «f or rty to distinguish them from him, which 
should be written in the 4th position. 

194. The sign for ib should be written when fol- 
lowed by the. word " his." Words commencing with 
Iss should be written in the 4th position. 

195. The sign for to should usually be written when 
followed by a word that can be expressed by a hook. 
{See Sees. 210, 215, 216.) 

196. When to interferes with making a desirable 
phrase, it may sometimes be omitted, and the preceding 
and following outlines joined. 

WRITING E.XERCISE,. 

189. To another city, to another system, to call, to- 
day, to direct, to enter into, to encourage, to 6nish, to 
make, to-night, to pay you, to resume, to settle, to ship 
you, to supply the, to talk, to the address, to the best, 
to the church, to the door, to the method, to the place, 
to the system; too fine, too great, too old. 
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190. And to find, to a distance, to a friend, and to 
which, to an age. to an attempt, to a choich, to a part. 

191. To a, loan, to the. to the : ccmdition, to the: 
conlrar>% to : the-Ietter, to : consider, to : contain. 

193. To leam, to leave, to reason, to risk, to run. 
195. To me, to my. to my place, to my city, to him. 

194. To his, to his own, too soon, to his house. 

195. To have him, to have known, to baxe written. 

196. As there seems ( to) be, it seems (to) me. 



LE.550N XXIX. 



CONSONANT WORD^SIGNS. 



I . dollar 

I>ee .....U do Spret ^ spirit 

' had. advertise- 

Det L....difFerent-ce Bee ..\ be, object 

Pee ..„^^ hope, party, patent Lay-Bret-'C;-''''^^? 

Per „.N,.._.prindple.,«, Ber .^.tv,.-"^^^ 

p*y" .yt^ happens, happiness Brens ,..V\.- remembrance 

Pret .!li particular Iss-Bee ...V^subject 

opportunity 

Preft — .profit, prophet 
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197- Derivatives of word-signs not already provided 
for are formed by adding the remainder of the word to 
the word-sign; thus, 

-\ \> -\ -^ 

object objection objective objector 

READING EXERCISE. 



WKITING EXERCISE. 

Sir: — I-am-in-(re)-ceipt-(of-your)-favor : of : the : 
8th inst-, and-in-response beg to : say that I-find that-the 
firm you-mention, dealers in dry-goods of-this-place, 
failed here | in 1874, both partners leaving at-once and- 
going west. I-have-not heard of-them since, except a- 
mere rumor that-they are located in Kansas City, or 
were some-months- ago, transacting business | as com- 
mission merchants. The rumor is so indefinite and-un- 
reliable that I-would-not advise you to : spend any-time 
or money in looking them up, unless you-find a-better 
clue than this. | No-doubt they-have engaged in-busi- 
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ness with another firm Dame, and-doubtless with-the 
intentioD of coDcealmg their identity- Should-this slight 
information lead to : their detection, I-shall feel amply 
repaid. 

138 words. 

(This exercise must be practiced until it can be correct]? writ- 
ten in four 



LESSON XXX. 

CONSONANT WOILD^ZGNS. 

Bel *^ S belons Kav ,.,.■ ■. come, came, 

believe ' country 

Blef ..S,.— Ijelief Ka> ,^--|-— Co. (Voc.) 

equal-ly 
Bee-Vee ...V„„above Ket — -S^ diflicult-y 

Bef J^ before Kei .^^ "^Srry 

g^ ^ bo<ly(Voc) Ken ....ttt:d-. can, question 
\' abou[.- 

Bend _..\..beliind Kent ^^ account 

198. The termination ty m such expressions as 
twenty, thirty, etc., may be represented by a long stem; 
thus, 

199. The sign for we may be joined to Kay and Gay 
like an L-hook in a few cases, especially when followed 
by (nn, cannot, tould. 
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200, The sign for you may be written on the back of 
a curved sign like an R-hook, when not more convenient- 
ly expressed otherwise. 

READING EJCERCISE. 

WRITING EXERCISE. 

We can, we can be, we can do, we can pay, we. can 
take, we can understand, we cannot, we cannot be, we 
cannot do, we cannot find, we cannot have, we cannot 
know, we cannot pay, we cannot take, we cannot under- 
stand, we could, we could be, we could do, we could find, 
we could have, we could not, we could not be, we could 
not do, we could not find, we could not pay, we could 
not say, we could not sign, we could stay. 

New- York, April 5, 1889. 
Messrs. Ide &-Wilcox, 

Toledo, Ohio. 
Gentlemen: 

We-beg to : direct- you r-attention* to : your present 
mode of remitting amount : of : collections. On present- 
ing your draf^ts- to : your | correspondent, our clerk 

•Note. — "Attention" may be expressed by a Shun-book 
joined to the sign for " your." 



b, Google 



receives a-check for- the- amount, which check is-made 
payable to : your order on-the bank with- which -your 
correspondent deals. As-your bank refuses to -receive for 
deposit checks on | private banks, we-are obliged to ; in- 
dorse-them when-we deposit them for-your credit. This- 
is inconvenient to-us, and-may-be prevented if-you-will 
remit through-some bank that-is : connected -with -the 
I Clearing House. We presume that-the mode of remit- 
ting isof-little or no importance to : youand-if-you-will : 
consult our convenience in-the-matter, you -will very 
greatly oblige. 

1 38 words. 

(This exercise must be practiced until it 'can be correctly writ- 
ten in four minutes.) 



LESSON XXXI. 

CONTRACTIONS. 

201. Contractions differ from word signs in having 
two or more strokes of an outline written instead of one. 
Besides the regular contractions, the writer will form 
others as circumstances demand. 
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■ caused 

---j^- danger 




highly 
inconsistent 


_L^ deficient-cy 


_^.. 




— -^^nT; . efficient-cy-ly 


^ 


influential 


„..}> expect-ation 


:::^. 


inquire-y 


i — cxplain-ation-tory 


rk. 


investigation 


J„ extension-sive 


\_ 


irregular-ity 


.Swcz:^ familiar-ity 




market 



government .irT^- material 

READING EXE.nCISE. 






^^.^.^r. 



4,^_:. 






ti,Googlc 



96 

WRITING £XE,R.CISE. 

Dear-Sir: 

Your-favor enclosing $2.00 for one steel engraving of- 

the "Battleof Gettysburg" is-received. It goes to : you 
by express prepaid. We-are sure that-you-will-be- 
pleased with-it, as it-is-the greatest work of art ever 
made | in steel, and-at this price it-is practically giving 
it away. It-would-be a-bargaiii at $25.00. 

Should-you desire more of-these engravings at-this- 
time, and-willsend-usa-cash-orderfor two additional en- 
gravings we-will send-you I free a-Naval Battle picture 
of-the regular edition which sellsat $6.00, or, if-you-will 
send-us a-cash-order for four engravings, we-will send- 
you free one of-the Artist's Proof edition of-the Naval 
Battle picture which sells | at $12.00, circulars of-which 
Tve-enclose. We-will appreciate- the favor if-you-will 
speak to : your friends of-this famous work of art. 
Nothing could-be more beautiful, rare aud-valuable as- 
a gift. Hoping to- receive- your favor, we-are- 
Yours-truly, 

176 words. 

{Thisexercise must be practiced until it can be correctly writ- 
ten in fonr miuutes.) 
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LESSON XXXII. 


CONTRACTIONS CONTINUED. 


^:rx. ..v.. 


..N3^=r,. phonographic 


->>. nevertheless 

->:<.. new, knew 


1) Standard 
.....So.. Phonograph 

.'^ prepare 


"~f 


,.^%..... probable-ity 


-■-->_ now 


...v.... property 


organization 

> , peculiar-ity 

)s6_ phonographer 


\ 
..\t ,., proportion 

..^)^.... publish, publit 
>! publication 


READING EXEKCISE. 



■\../:/^.'^i._^.i_e^.'k..^-/.- 



:.yr..^ 



b, Google 



IVKITING EJCE.RCISE. 

Permit-US to : invite-your-atteiitioii to : our school 
catalogue, a-copy of-which we send-you herewith. To : 
the earnest student our school offers every possible ad- 
vantage for excellent work. Our course in -book keeping 
is carefully planned, and-is as-thorough as | it-can-be 
made. Should- you decide to : take-the shorthand course 
instead, we-can offer exceptional advantages in-that. 
There-is-no department : of : commercial work that offers 
to : young ladies so-many advantages as shorthand, and- 
it-is rapidly growing in favor with-theni. | 

We ask-your careful : consideration : of : the : merits 
of- this- institution, and-assure-you that should-you de- 
cide to : take a-course with-us, we-wiil-do all that-is- 
possible to : promote-your progress and-welfare. We 
particularly request that-you visit-us before looking else- 
where. 

136 words. 

(This 
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LESSON XXXIII. 

CONTRACTIONS CONTINUE.D. 

..V. purport ..':.. requirement 

.„\. purpose ^_S>.. respect-ful-ly 

-/^^ refer „L^... satisfactory 

.i^.SSj>. refers, rpference — ; ^ suffieient-cy-ly 

/C._^. references -.STT^ts... testiinony 

_ Sl_ remarkahle-bly ,<L...^. transportation 

.y^\^ represent .^T^IL undoubtedly 

./I- reputation \ __ whatever 

..^.../^"'^^ ... L .. whatsoever 

Do,l,.cdbyGoOglc 



WRITING EXERCISE. 

Ashtabula, Ohio, June ii, 1902. 
Mr. W. H. Lane, 

Canton, Ohio. 
Dear -Sir: 

The fact -that -you -are teaching school is all -the more 
reason why -you -should handle our books. You -are 
without-doubt looked up to by-your pupils and-their 
parents, and-your Indorsement would-be proof positive : 
of : the : merits : of : the : book. 

We-have many teachers selling our books on Satur- 
days, and-at odd times during-the week, and-in nearly 
every instance they earn more money in-that-way than 
they can by teaching school. Many of-them have- 
fouiid-the business so profitable that-they have taken it 
up permanently. | 

One-man, a-shorl -time-ago, resigiied-his school se- 
as to ; give all-his-time to : canvassing for books. An- 
other reports nine books sold in three-hours. From this 
you-can-see that odd times can-be-made more valuable 
iii-this-business than whole days in-most occupations. 
Yours- truly. 

158 words. 

it be practiced until it can be correctly writ- 
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LE.SSON XXXIV. 

Enlu-ced ISS, WEH and YEH Slsns. 

202. Iss, representing a word or sound may be en- 
larged to add another word or sound represented by Iss. 

203. A brief Way or Yay, representing a word, may 
be enlarged to add another word represented by brief 
Way or Yay. 

204. Occasionally an enlarged brief Way or Yay 
may be still further enlarged to add a third word repre- 
sented by brief Way or Yay. 

205. The first word of a phrase represented by an 
enlarged Iss, or brief Way or Yay, is the same as if the 
sign were not enlarged, and the second word is one of 
the several words represented by these signs. 



WKITING E,XE:B.CI9E.. 



as has 

as is the 

as soon as 

as stated 

as such 

his has 

in his sight 
t is his 
t is sad 
t is simple 
t is soon 
t is subject 
t is sufficient 



on this side 
on this subject 
such is his 
this is his 
beyond you 
we were 
we were doing 
we were often 
we were thinking 
we would become 
we would do 
were you thinking 
what we can 
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what we make 
what we say 
what would be 
what you can 
with what joy 
would we be 
would we give 
would we never 
would you ask 



you would make 
you would receive 
when we were doing 
when you were 
where you were 
with what you have been 
what were you saying 
what would you do 
they were with you 



Dear-Sir; 

Replying to : your kind favor : of : the : loth inst., 
will-say that I-cannot tell certainly as yet whether I- 
caii-be present at-the meeting of-the Shorthand Teach- 
ers' Association next winter. I-will, however, promise 
to : make a-special effort | to : be there. I-fear that I- 
cannot add much to : the : interest i of : the program, but 
I-shall-be very glad to-write a-paper, if- you wish to : have 
me- I-cannot, at-this moment, think of any special topic, 
but I-will : communicate | with -you later. I-amin-sym- 
pathy with-the aims of-your Association, aiid-feel that I 
ought to : do anything that I-can to : promote them as- 
far -as -possible. 'You-may : consider me at-your service 
in -the -matter. I-think I-shall feel | quite at home at- 
your-meeting, as there-are so-many of-your members 
with whom I-have-had dealings or correspondence in- 
the past. 

With-best wishes for all good results through-the 
efforts of-the Association, I-remain, 

Very sincerely -yours. 

179 words. 
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LESSON XXXV. 

WOR.DS ADDED BY HALVING. 

2o6. Halving a full-length sign, without final circle 
or loop, and placing it in the first position, adds What, 
Ought or Did; in the third position, Had or Would; 
in its own position. It; in its own position vocalized with 
ovi. Out. 

NOTE.-^The Hay stroke may be verj- conveniently halved for 
ki imgii and ki had. He would anA he did are better represented by the 



CONTRACTIONS. 



k 



) 



u order i at what time 

n order to in writing 

s it ...handwriting 

WRITING E,XEKCI5E.. 



by what he ought 

for what he ought not (to) be 

from what you are doing it ought 

in what she ought 

in what way she ought not (to) b; 

upon what there ought 
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I04 

there ought not (to) be 

they ought 

which ought 

it did 

she did 

she did not know 

there did 

there did not 

they did 

which did 

had had 

have had 

he had 

he had been 

he had found 

he had known 

he had seen 

it had 

she had 

she had not been 

she had now 

there had 

there had been 

they had 

they had seen 

which had 

which had been 

it would 

it would be 

she would 

she would be 



she would know 

she would not be 

she would not do 

there would 

there would be 

there would not be 

there would never 

they would 

which would 

which would be 

as it could be 

as it is 

as it might 

as it should be 

as it was 

for its own 

has it been 

has it not been 

have it 

have it sent 

I think it is 

I think it is not 

I would not have it said 

if it 

if it has 

if it has not been 

if it is 

if it is not 

if it were 

ill its own 

in order that 
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in order that we 


when it is not 


in order that we can 


when it is known 


is it not 


where it did 


is it so 


where it does 


is it the 


where it has been 


is it you 


where it is 


of it 


where it is found 


of its 


where it is known 


of its own 


wherever it is 


of its time 


wherever it is known 


though it is not 


wherever it is not 


when it is 


while it is 



LESSON XXXVI. 

READING E.XERCId£, 
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WRITING EXERCISE. 

Dear-iSir: 

We propose binding up at-once a-sufficient number: 
of : the : new volumes : of : Ridpath's History to : sup- 
ply such Club members as-desire this additional vol- 
ume to : complete their sets : of : the History and- 
bring-them up to : date. 

This-edition will-be bound in-uniform style with- 
the I Club sets, and-will-be limited in quantity to : the : 
number actually ordered by Club members before April 
ist. 

If-you-desire to : secure-the new volume please sign 
and-retum-the enclosed order at-once together-with 
one-dollar ; the remainder to : be paid on delivery of-the 
book I about April ist. As-stated above, we-shall-bind 
iii-the Club style : of : binding only-sufficient copies to : 
fill orders received previous to : April ist. Every book 
ordered after-that-date to : fill-out a-Club set will-have 
to ; be bound specially. If-you prefer to : order now | 
and-have-the delivery of-the book delayed until after 
April ist, send along-the order and-the dollar, stating 
when -you -wish -the book delivered, and-we-will bind up- 
the volume and-reserve it for-you until-the-date speci- 
fied, if-it-is within | a-reasonable time. 

Yours-truly. 

201 words. 



(This exercise must be practiced until it Ci 
n in four minutes.) 



b,Googlc 



LESSON XXXVII. 



WORDS ADDED BY LENGTHENING. 

207. There, Their, They Are, Other, Wheth- 
er, may be added to any full-length sign, without a final 
hook, circle or loop, by lengthening, the sign retaining its 
position. If an outline contains more than one stroke, 
only the last one should be lengthened. 

208. When it is not convenient to lengthen, a heavy 
tick written in the direction of Bee or Jay may be joined. 
This tick maj- also take the place of the Ing-dot. 

209. In a few cases it is more convenient not to use 
the word-signs for ", "j, has, of, all, or, to, but to use the 
full outlines. In such cases they may be lengthened or 
shortened as other signs are. Examples will be found 
in the following list of contractions. 

CONTRACTIONS. 



...\~ aa there, has there 

(I 

..that there, that theyar 
.-{-.,. the other 

Y 

•all there, all other 
t there, or other 



i'.. 
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WR.ITING E.XEKCISE. 



all there is 

are there 

as there 

as there is 

between their 

during their 

for there 

for there is none 

for there is not 

from their 

from their country 

from their means 

has there not been 

have their 

I know there is 

I know there is not 

I know there is (to) be 

X think there has been 

I will call there 

if there 

if there is 

if there is anything 

if there is not 

if there were 

if there were not 

if there were there 

if they are seen 

in their answer 

in their defense 



in their interest 

is there 
is there not 
of their 
of theirs 
of their system 
of their time 
over there 
play there 
say there is 
shall there be 
so there can 
so there is 
that there is none 
that there is not 
that they are seen 
though there is 
though there were 
try their 
was there 
we think there is 
when there is 
whether there is 
while there is 
by the other 
each other 
if the other 
several others 
some other 
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some other way 
the other 
the others 
the other side 
the other way 
about there 
around there 
because their 
can there 
commence there 
commencing there 
concern their 
concerning there 



iny 

find their 

finding their 

goes there 

I went there 

mind their 

minding their 

placing their 

playing their 

trying their 

turn their 

turning their 

do you know whether 

do you know whether there 



LE,SSON XXXVIII. 

REJ^DING KXE-RCIAE.. 

J:r_kL...^.h:f:..^..,...Vt-s 

r^.^^ ,....|.r...^......, 

.c==..-l.>^.-^.^.,.feA... 




% 
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WRITING EXERCISE^ 

Vour-favor : of : the : 23rd iiist. is-received. In-reply 
would-say that-it-is perfectly practicable to : construct 
one of-these tramways ten or twelve miles in-length 
which shall-have a-capacity : of : 250 tons a-day. We- 
have already one line now in operation five miles in- 
length carrying 750 tons a-day, | so there- would -be no 
difficulty in operating : the line you-mention. As to ; 
the:cost of-such a-line, we-cannot give any-definite fig- 
ures without -having a-correct survey on-which to ; base 
them; but in a-geiieral way would-say that one of-these 
lines of-this capacity, and-the length | stated, would- 
cost about $1.60 a-running foot of double track. This- 
fignre would -include -the entire material delivered on 
board cars here. 

Yours- respectfully, 
143 w^ri s. 

(Thisexercise must be practiced until it can be correctly writ- 
ten in two and one-half minutes.) 



LESSON XXXIX. 

WORDS ADDE,D BY AN F-HOOK. 

210. Have or Of may be added to straight full- 
length signs; to dash-vowel word-signs, and to the And- 
tick, when not more conveniently expressed otherwise, 
by an F-hook, the sign remaining in its original position. 
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211. Therefore may be added by lengthening a 
curved or straight sign and joining an F-hook, or by 
joining an Ef stroke. This hook should be made 
longer than an N-hook on curved signs. 



CONTR.ACTI ONS. 



.::=i.^ 



set forth instead of like to have they h 
READING ELXERCISE. 



^^ 



V 1^,1 



^.p-y 



^y^^A 



-i\- 



A 






t 






:.i/.'\t|.v^^ 



'.■^.. 
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WRITING EXCRCI9E. 



t)ut have 
of having 
should have 
should have been 
should have considered 
should have done 
should have found 
should have had 
should have known 
such have been 
such have found 
such have never 
such have not been 
such have now 
such have the 
to have 
to have gone 
to have his 
to have known 
to have never 
to have nothing 
to have npw 
to have received 
which have 
which having 
which have been 
which have chosen 
which have done 
which have entered 
which have never 



which have not been 
all of his 
city of New York 
city of Boston 
day of December- 
each of 
each of their 
each of them 
each of us 
each of which 
in receipt of note 
inside of it 
instead of it 
number of 
number of bills 
number of his 
number of pages 
number of their 
out of 

out of another 
out of his 
out of the 
out of the city 
out of the way 
out of their 
out of this 
out of town 
outside of 
outside of it 
outside of their 



b, Google 



outside of it 
outside of their 
outside of this 
receipt of 
receipt of his 
receipt of it 
receipt of tlieir 



right of dower 
right of way 
for therefore 
have therefore 
if therefore 
may therefore 
will therefore 



LE.SSON XL. 







-A. 



A._ 
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WRITING EJCERCISE^ 

Columbus, Ohio, May 14, 1902. 
Mr. James Munson, 

St. -Paul, Minn. 
Dear-Sir; 

Your-favor : of : April 15th received, and-in-reply to: 
same would-say, that prior to : July, 1889, the informa- 
tion used by-this bureau in-the : compilation of-such 
statistical matter as was published in-its annual report 
was secured by-sending out printed blanks. | 

The Legislature, during-the sessiou : of: 1889, passed 
an-act providing for-the appointment : of : two coUect- 
ord : of : statistics to : be connected- with our bureau. 
Thej-were appointed and-entered upon-their duties July 
I, 1889, since- which time-we have secured this-informa- 
tion by-sending our collectors directly to : the : parties 
from whom :the information is-desired. | We-fiud this- 
plan far more satisfactory than-the old one, from-the- 
fact-that when our collectors called -upon interested 
parties, and-explained to : them-the object for-which- 
the information is-desired, they seemed much more 
willing to : impart it to-us than they-did under-the old 
method, 

Yours-truly, 

170 words. 

(This exercise must be practiced until it can be correctly writ- 
ten in three minutes.) 
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LESSON XLI. 



WORDS ADDED BY AN N>HOOK. 

212. Own, One, Than, Been, On, In, may be 
added to simple full-length signs, and to lengthened 
signs, when not more conveniently expressed otherwise, 
by an N-hook, the sign retaining its position. 

213. When it is necessary to distinguish between ox 
and '", the hook may be used for an and the stroke for in. 

214. Not may be added by an N-hook only, or by 
Net, to signs which have been halved to add "ughi, did^ 
had, would; to hut and ar^ and to wketker. In other cases 
it should be added by an N-hook and halving; thus, 

t ^ 

thej" did not may not 

CONTRACTIONS. 



.^.. 
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WRITING EXERCISE. 



at their own 
by their own 
for their own 
from their own 
have their own 
■ her own 
her own time 
in their own 
in your own 
into their own 
only their own 
our own 
our own daj' 
over their own 
their own 
through their own 
was their own 
with our own 
with our own men 
with our own money 
another one 
any one 
any other one 
at one 
at one time 

each one 
every one 
every other one 
no other one 



we are on our way 

we are on the fence 

we are on the way 

he ought not 

it ought not 

she ought not 

there ought not 

they ought not 

which ought not 

it did not 

she did not 

she did not know 

there did not 

they did not 

they did not know 

which did not 

he had not 

he had not been 

it had not 

she had not 

she had not known 

there had not 

there had not been 

they had not 

they had not known 

which had not 

it would not 

she would not 

she would not know 

there would not 
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there would not be 


have been interested 


they would not 


have been noted 


they would not know 


have been received 


which would not 


have been riding 


do you know whether (or) 


have ever been 


not 


have there been 


do you remember whether 


how long (have you) been 


(or) not 


never been 


state whether (or) not 


we are in position 


state whether there is 


we are in the 


better than 


or not 


better than his 


but not 


better than mine 


are not 


better than the 


had not time 


farther than 


have not 


greater than 


he may not be 


larger than 


I am not 


longer than 


I am not coming 


more than 


■ I did not think 


other than 


I do not know 


rather than 


: think not 


rather than refuse 


I think there were not 


shorter than 


I think we are not 


smoother than 


I will not ask 


softer than 


I will not say 


sooner than 


if it were not 


stronger than 


if we are not 


had been 


if you are not 


have been 


if you will not be 


have been given 


there may not be 
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they were not 
we are not 
we may not be 
were not 
were not making 
were not minding 
will not 
will not be 



will not say 

you are not coming 

you do not 

you do not know 

you do not think 

you have not 

you may not know 

you will not come 



LESSON XLII. 

B.EADING E.XEKCISE. 









_X:^., 






^^ 
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WRITING EXERCISE. 

Buffalo, N.-Y., June 2, 1902. 
Mr. John James, 

Canton, Ohio. 

Dear-Sir: 

In-response to : your-inquiry we- enclose -herewith il- 
lustration of-a policy settled this year. Issued twent>- 
years-ago, and-we-hope that-you-will give-It due consid- 
eration. 

$10,000 insurance, you-will notice, requires an-an- 
nual cost for twenty years of $28 1 | at-the-age : of : twen- 
tj--five, at-the-end of-which time as-per explanation on 
forin enclosed, you-may-draw in cash nearly 75 per-cent: 
of: ihe : amount you-have paid, and-by-the terms :of :the: 
policy it becomes paid : up, and-you-are entitled to : par- 
ticipate in-the-eamings : of : the : company annually there- 
after. 

This-policy is what-is called our | new style Tontine 
Limited Payment, and-is-not restricted as to-residence, 
travel or occupation after-the first year; incontestable 
after-the second year, and-non : forfeitable after three- 
j-ears. 

161 words. Very- truly- yours. 



11 tie correctly writ- 
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LESSON XLIII. 

WOKDS ADDEID BY AN L>HOOK. 



215. All and Will may be added to full-length 
signs; to dash-vowel word-signs, and to the And-tick, 
when not more convenientl}' expressed otherwise, by an 
L-hook or by enlarging an R-hook, the sign remaining 
in its original position. 

RELADING EX£,RCISE. 
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WRITING EXE,RCISE. 


above all 


if all theirs 


above all others 


if all their own 


above all their own 


in all 


and all 


in all cases 


and all the 


in all circumstances 


at all 


in all conditions 


at all events 


in all lands 


at all of the 


in all seasons 


at all other places 


in all the 


at all seasons 


in all their doings 


but all 


in all their own 


by all 


in all these 


by all means 


in all we do 


by all such 


of all 


by all their 


of all his 


by all theirs 


of all such 


by all their own 


of all that 


during all 


of all the 


during all this time 


of all those 


for all 


of all which 


for all their 


o\-er all 


for al! theirs 


over all their 


for all their own 


over all theirs 


for all time 


over all their own 


from all 


through all 


from all others 


through all countries. 


from all their own 


to all 


if all 


to all men 


if all that 


to all that 


if all their 


each will 
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«ach will therefore 
it will 
it will be 
it will have been 
it will not do 
it will succeed 
it will therefore 
there will.be 
there will ne\'er 



they will 
they will do 
they will proceed 
they will soon 
which will 
which will be 
which will receive 
which will therefore 



LB^SSON XLIV. 

HE.ADING EXERCISE. 



(/C 









..^.q.^. 



^ "u 
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WRITING EXERCISE. . 

Port -Clinton, Ohio, May 2, 1902. 
Messrs. Dodge &-Co., 

Buffalo. N.-Y. 
Gentlemen: 

Referring to : the : enclosed correspondence relative 
to : our agent at Buffalo looking after our soft -coal in- 
terests, would-say that-the P. &-R. R.-R. people have: 
constructed a-coal trestle directly opposite Messrs. Lane 
&-Sons' mill in Buffalo. I-understand that -they -have 
agreed to-allow shippers : of : bituminous coal | over- 
their-line to : have-the use : of ; three : of : the : bins 
for-soft-coal to : be furnished to : this firm. 

We-have always enjoyed-the trade from-our New 
Branch region. I-fear, unless-it-is closely looked after 
now, as-the time is-approachiiig for-the new: con- 
tracts to : be-made, we -will -lose- the business. 

Mr. Roland has-been very -successful with-this firm 
in-securing : their | order for our anthracite -coal, and-I- 
would like to: ask if-you-think there- would -be any ob- 
jection to-his-trying to : hold-the bituminous trade on- 
his-line. 

If-found impossible to : have-the parties continue- 
the New Branch coal, yon-may have-them receive-it by 
Reading, and-thus give-us a-part of-the haul at-least. 

Kindly advise and-oblige. 

Yours- truly. 

204 words. 

(This exercise must be practiced until it can be correctly writ- 
ten in three n ' 
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LESSON XLV. 

WORDS ADDED BY AN R-HOOK. 

216. Are and Oi"R may be added to full-length 
signs : lo dash-\owel word-signs, and to the And-tick, 
when not more conveniently expressed otherwise, by an 
R-hook, or by enlarging an L-hook, the sign retaining 
its original position. 

217. Were may be added byan R-hook, thesign be- 
ing placed in the third position, when not more conven- 
iently expressed otherwise. 

READING EXERCISE. 
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WRITING 



they are 
they are never 

they are readj- 
they are there 
which are 
which are coming 



managed 

meant (to) be 
of the 



which 
which 

which 

which are received 

which are the 

which are there 

which are therefore 

which are their own 

who are 

who are the 

who are j'OU 

at our 

at our church 

at our meeting 

at our own 

at our risk 

at our side 

by our 

by our friends 

by our own 

by our side 



if o 



r refusal 



EXEKCISE. 

in our house 

in our interests 

in our judgment 

in our opinion 

of our 

of our case 

on our 

on our account 
,o our 

ir advantage 
ir country 
;o our place 
:o our state 
;t were 
t were the 
such were 
such were our 
such were received 
which were 
which were having 
which were having the 
which were ne\er 
which were our 
which were rather 
which were readj' 
which were received 
which were therefore 
who were 
who were going 
who were saying 
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LESSON XL VI. 

OMISSION OF WORDS. 

zi8. It is allowable to omit any word or words that 
can be readily supplied by the aid of the context. The 
omission being implied by joining the preceding and fol- 
lowing words, 

219. Of, Of The. To, A, And, may occasionally be 
omitted, and the preceding and following words joined. 

220. Have may be omitted from phrases when fol- 
lowed by keen, if not more conveniently expressed other- 
wise. 

221. Or may occasionally be omitted, and the pre- 
ceding and following signs joined. 

222. From — To may be omitted, and the words 
written close together or joined, in such expressions as, 
from time to time.frdm da% te das, from year te year, etc. 

223. Tee may be omitted from Steh when it inter- 
feres with making a desirable phraSe; as, must be (Ems- 
Bee), trust you will (.Ters-Yuh-Lay). 

C0NTR.ACT10NS 

.hi^... five or six ...VT. seven or eight 

^■^" .J ., a day or two 



:t„ 



-„ sixordght ..rX.-. adayo 
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READING EXERCISE,. 



^.^: 
'.'l^. 






.Sxsx,.2:^:::v.^... 
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WRITING ELXERCISE,. 



as (a) matter (of) fact 
once (a) day 
forever (and) ever 
ladies (and) gentlemen 
larger (and) larger 
less ( and) less 
north (and) south 
such (and) sucli 
worse (and) worse 
a day or two 
a day or two after 
a week or so 
a week or ten days 
eight or ten 
five (or) six 
once (or) twice 
one (or) two 
seven or eight 
six (or) seven 
two (or) three 
al (the) close (of the) day 
at (ths) pres(ent) tim; 
at (the) rate of 
in (the) city of New York 
in (the) United States 
under (the) circumstances 
bill (of) lading 
bills (of) lading 
bill (of) sale 
board (of) trade 



court (of) just(ice) 
in point (of ) view 
other sums (of) money 
parcel (of) land 
side (by) side 
thousands (of) dollars 
Word (of) God 
words (of) God 
circumstances (of the) case 
constitution (of the) United 

States 
gentlemen (of the) jury 
in all parts (of the) country 
in every part (of the) State 
in that part (of the) field 
President (of the) United 

States 
season (of the) j-ear 
through all parts (of the) 

world 
as there seems (to) be 
I want (to) say 
it seems (to) me 
it seems (to) say 
permit me (to) say 
as far as (they) can 
as fast as (thej-) can 
as near as ( I) can 
as soon as (he) can 
as well as (you) can 
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we shall (have) been las(t) letter 

would (have) been nuis(t) always 

(from) day (to) day mus(t) say 

(from) hand (to) hand nex(t) day 

(from) time (to) time pos(t) office 

(from) year (to) year pos(t) master 

almos(t) impossible pos(t)alcard 
for thi(s) season (of the) trus(t) you will 

year you mus(t) be 

it mus(t) be your bes(t) judgment 



LE.SSON XLVII. 

MISCELLANEOUS PKINCIPLES. 

224. Size may be represented by joining Ses; as, full 
size (Felses, voc.). 

225. Store and Stair may berepresentedbyjoining 
Ster; as. drug store (Der-Gayster),dowii stairs (Densters). 

226. Session maj- be represented by joining Iss and 
the Eshun-hook; as, in session (Enseshun). 

227. Dear may occasionally be represented by the 
lengthening principle; as, my dear Sir (Emders-Ray). 

228. Ocean may be represented by the Shun-hook; 
as, Atlantic Ocean (Tee-Lent-Kayshun). 

229. The signs for Year and Were may occasionally 
be reversed; as, yearly (Vuh-Lay), three years (Ther- 
Yuh's), there were (Ther-Wuh). 

230. Iss, and the brief W and Y signs, may be 
written in the place of an Ing-dot to represent any 
of the words for which they stand. 
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RE^ADING EXER-CISE. 



r:^:^-}-l-^^^.- 



--VfY- 



,-^X.s 



fo-.;:r_k,^r^. 



-:■) 



l::!/.: 



-vi/-^^V 



T^-^.: 



v/T/J-^-.-^-U,. 



lA-:i. 



'Q^'^i^::^ I'^i '^' 
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WKITING ELXEKCISE. 

Detroit, Mich., May 19, 1900. 
Lake-Superior Iron Co., 

Duluth, Minn. 
Gentlemen: 

Vour esteemed favor : of : the : 4th iust. is-received, 
and-we fully note : contents ; of : same. In-reply we- 
desire to : say we -know -that -the price : of i muck bar is 
higher in proportion to : finished iron than-it should-be, 
but-the demand for-the : commodity regulates-the market 
value, I and-our quotation to : you on-the 21st was at- 
less-money than we-have recently sold this material for 
in Pittsburg. 

We-think-you-are right about old rails being on-a 
rapid decline, but we-have-found that-they-are a-very 
uncertain thing to:handle, not-only on-account:of:the: 
waste and-inf erior quality ; of : iron they make, | but also- 
the fluctuations they-are subject to in price. 

We-are-sorry you -have -decided not to : purchase any 
bar-iron, as we-should like-to-have sold you some, but 
we-cannot help feeling with-you that now is-a very bad 
time to : buy. 

Thanking you for past favors, and-hoping to:be again 
favored by-you, we-remain. 

Yours-truly. 

189 words. 

a be correctly writ- 
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LESSON XLVIII. 



GENE,KAL LAW OF PHRASING. 

231, The words of sentences naturally arrange them- 
selves into groups or phrases. The smallest of these 
groups contain two or three words. This grouping is of 
great importance in phrase- writing, as only words related 
in this way should be joined. A word of one group 
should not be joined to a word of another group. When 
all the words of a group cannot be easily joined, they 
should be written separately. 



CONTRACTIONS. 



-ir:^..- dii 
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WRITING EJCERCISE,. 

Tuesday. May 15, 1899. 
William M. Jackson called and examined. 
By the Chairman: 

Q. Where do you reside ? 

A. In Washington City. 

Q. In what are you engaged ? 

A. I am one of the editors of the Washington Con- 
stitution. 

Q. Were you at one time connected with the Journal 
of Commerce in New York ? 

A. Yes, sir. 

Q. During the time you were connected with that 
paper, did you write some articles defending Mr. Jones 
from some charge | or some diiRcuIty he was in ? 

A. Not that I recollect specially, sir; perhaps gener- 
ally I might. If a charge that I thought was not well 
founded was brought against Mr. Jones, I presume I 
defended him, but I have no special recollection of having 
done so. It is very probable that I might, however. 

Q. We have information that you had a situation 
under Mr. Jones in the custom house as clerk, or received 
compensation as clerk in that department. | Will you 
please state whether that is a fact ? 

A. I held a clerkship in the warehouse; invoice clerk, 
I think it was, but I am not certain as to the technical 
name that was employed in the department. 

Q. Was that during the time you were connected 
with the Journal of Commerce ? 
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A. Yes, sir. 

Q. Why was that situation given to you ? 

A, I do not know. 

Q. Was there no special reason ? ] 

A. No, sir; none that I know of. If you mean to 
ask whether it was given to me as a reward for sen'ices 
rendered, I will say that was not the case. 

Q. Did you ever render any services in that situation? 

A. Yes, sir; whenever called upon to do so. 

Q. Were you ever called upon ? 

A. Yes, sir, but not often, because the force is 
sometimes larger than required for the ordinary business; 
I but when there is a press of business the entire force is 
called upon to do the work; at least, I .so understood it. 

Q. Was not that a sinecure given to you without 
expecting you to render service ? 

A. No, sir. 

Q. How much service did you render, in your judg- 
ment, during the time you held the place? 

A. I did everything I was required to do. | 

Q. What service did you render? What were you 
required to do ? 

A. I went to the custom house every day and did 
whatever the head of the bureau told me to do. Some- 
times he told me that there was nothing at all for me 
to do, and at other times there was. 

433 words. 
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LESSON XLIX 

RULES FOR CONTRACTING WORDS. 



232. The termination racw may be expressed by 
joining Net, when it is not convenient to write Ment. 

233. The terminations n, ihun and live may some- 
times be omitted; thus, 



V- 



.J... 



--^- 



234. The terminations ance-y, following a straight 
sign, may usually be expressed thus: 



remembrance 



235. The form of the primitive word may frequently 
be used for its derivatives; as. depart for departed and depart- 
nient; correspond for correipended, correspondent, correspondence, 
etc. 

236. When a stroke can be saved by so doing, the 
outline for the present tense may be used for the past;' 
as, order for ordertd, represent for represented, etc. 
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WRITING EXERCISE. 

Q, How many days during the whole time you were 
in office did you have anything to do ? 

A. It would be impossible for me to tell you the 
number of da>-s; it would be impossible for me to 
recollect. 

Q. Did you do anything but sign the pay-roll ? 

A. Yes, sir. 

Q. What was it ? 

A. I did the duties belonging to the desk that was 
assigned to me. I took whatever papers were presented 
to me and copied them. | It was simply clerical work. 

Q. What pay did you get ? 

A. I think it was somewhere between eleven and 
twelve hundred dollars per annum; not twelve hundred. 

Q. Did not Mr. Jones give you that place immedi- 
ately after you had rendered him some service in defend- 
ing him from charges made against him ? 

A. I do not recollect any occasion particularly when 
a charge was brought against him. If I had seen a 
charge made against him that I deemed unfounded, | I 
believe I should have defended him; but I know there 
was no special reason of that sort for giving me this 
place, and I think if I had defended him on any special 
occasion, I should have recollected it. 

Q. Are you receiving compensation from that or 
any other department now ? 

A. Not a penny, sir. 

Q. When did you cease to receive that compensation? 

A. Immediately on leaving New York. 
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Q. Have you got any since you came here ? | 

A. No, sir. 

Q. How many months did you hold that situation? 

A. About four or five; perhaps not so much. I 
really cannot tell you from memory. I could tell you 
if I had my memoranda, but I think it did not exceed 
five months. 

Q. Can you not give us some idea of the amount of 
ser\'ice that you rendered; whether it amounted to a day 
in a month, or a week in a month during that time ? | 

A- Sometimes it was not a day in a month, and 
sometimes it was several days in a month. I was at the 
custom house every day, or almost every day, except 
during the time I was sick. I was very sick six or seven 
weeks during the time, but almost every day that I was 
able to be out of my own house, I was at the custom 
house. 

Q. Who filled that place before you ? | 

A. I do not know. 

Q. Do j'ou not know that there was no provision 
for such a place; that it was a mere sinecure in order to 
give you a salary. 

A. No, sir, I do not know anything of the kind, 
and never heard of it. There certainly was no such 
understanding between me and Mr. Jones, or between 
me and anybody eLse. 

Q. But did you not know about that understanding? 

A. No, sir. 

479 words. 

(This exercise must be practiced until it can be correctly writ- 
ten in six (minutes.) 
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LESSON L. 

RULES FOR CONTIkACTING WORDS. 

237 . Em may be omitted from otitlines ending inform. 

238. Adverbs ending in /y may have this syllable 
omitted. 

239. Kay may be omitted from words like exclude, 
explore, extract, etc. 

WRITING EXERCISE. 

Tuesday, May 16, 1890. 

S, W. Williams called and examined. 
By Mr, Robbins: 

Q. Where do you reside ? 

A. In Brooklyn, N. Y. 

Q. Were you here during the Congress in which the 
English bill was passed ? 

A. I was. 

Q. Did you receive any money from Mr. Walters to 
assist in passing that bill ? 

A. I did not, sir. 

Q. Did you receive any money from Mr, Walters for 
your services to assist in passing any bill that Congress ? 

A. I never received from him or any one else any 
money, by virtue of any contract or agreement | with 
him or any one else, to assist in passing the English bill 
or any other legislative proposition, or based on any 
consideration connected with any particular proposition 
under the attention of Congress, 
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Q. Did you receive any money from Mr, Walters 
for anything ? 

A . I did, sir. 

Q. How mtich did you receive ? 

A. I did not exactly receive money, but money 
equivalent. 

Q. State the amount that you did receive ? 

A. I received a check for five hundred dollars, and 
two notes for one thousand dollars each. 

Q. When did you receive these ? | 

A. A day or two before the adjournment of the last 
session of Congress. 

Q. Have these notes been since paid ? 

A. They have, sir. 

Q. WJiat was the consideration for that check, and 
those two notes ? 

. A, There never any thing passed between Mr. Walters 
and myself upon the subject, or between me and any one 
else connected with the matter. Mr. Walters had had 
business before Congress, and was likely to have in per- 
petuity; but not a word passed between us on the subject. 
At various times, when we had different matters up, he 
has spoken | to me in respect to my good-will towards a 
measure in which he was interested; but at the time 
when I received that from him nothing particular was 
said. 

Q. What measures had he spoken to you about? 

A. I cannot say particularly. 

Q. Can you not recollect one of them ? 

A. I do not know that Mr. Walters spoke to me of 
any specific measure in all the back Congresses. In this 
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Congress he spoke of his interest in connection with ' 
printing matters. 

Q. I am speaking of what occurred in former Con- 
gresses. I 

A. Well, sir, I had my supposition with regard to 
matters in which he might be interested. 

Q. What did he say to you when he gave you this 
money ? 

A. I think there were not more than two or three 
words passed between us. He took me into one of the 
rooms, as he was about to go away, and there were some 
two or three persons present. 

Q. Who was there ? 

A. Some of the clerks in the clerk's room, I think, 
I cannot say positively who was there; and then he drew 
these notes and handed them to me. 

Q. Did he not say a word? | 

A. . He might have said he was in a hurry, or some- 
thing of that sort. I believe he also said, in a joking 
way, that he did not know as these notes would ever be 
paid, for he might break, or something to that effect. 

Q. Do you mean to swear that Mr. Walters paid you 
this money without any understanding that there should 
be any consideration whatever on your part ? 

A, I simply state the facts as they occurred. 

577 words. 

(This exercise must be practiced until it can be correctly 
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WORD-SIGNS AND CONTRACTIONS. 



ability, Bleti 
administer, I>ee*-Ster 
administration, Dee^-Ster- 

shun 
agent, Jay'-Net 
Almighty God, Bee'-Oid- 

Met-Ged 
American, Em'-Ken 
American Society, Em^- 

KentEs 
angel, Jel* 
angelic, JeP-Kay 
annually, Nel' 
applicant, Plent^ 
apprehend, Prend' 
apprehensive-sion, Preii^ 
April, PreF 

architect-ure-ural, Ar^-Ket 
as high as, Iss-Hays' 
assignment, Es"'-Ment 
at any and all times, Tee'- 

Nel-Tee-Ems 
Atlantic Ocean, Tee*-Lent- 

Kayshuii 
average, Vee'-Jay 
awaiting, Weh-Tee':Ing 
balance, Blens* 
bankable, Bee*-Ing-Bee 
bankrupt, Bee'-Ing-Pet 



bankruptcy, Bee^-Ing-Es 
beautiful, Bet^-Fel 
Brooklyn, Ber'-Klen 
Buffalo, Bee^-Fel 
burdensome, Ber'-Dee-Sem 
business department, Bees' - 

EnsfDee 
California, Kief -Ray 
Catholic, Kay-Ith» 
certificate, Iss-Ret'-Ef 
chapter, Chay^-Pet 
charity, Chert^ 
circumstance, Stens' 
circumstantial, Sten' 
client, Klent> 
collateral, Klet^-Rel 
collateral security, Klet'- 

Skret 
combination, Ben' 
comprehend, Prend* 
comprehensive-sion, Preii* 
countryman. Ken' 
countrymen, Ken^ 
county, Kent* 
curious, Kers* 
danger, Dee*-Jer 
darkness, Drens* 
December, Dees' -Em 
defendant, Dee' 
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delinquent-cy, Dlen' 
deliver-y, Del' 
Democratic party, Dee^- 

EmfPee 
denomination, Den* 
develop, Def*-Pee 
distinctive, Deest'-Iiig-Vee 
distinguish, Deest'-Ing 
distinguishable, Deest*-Ing 

-Bee 
district, Deester' 
District of Columbia, Dees' 

-Kel 
doctrine, Dren* 
England, Ingend' 
evident-ce, Ved* 
exact, Sket' 
exchange, Kays-Chay^ 
executive committee, Kays^ 

-KativfTee 
experience, Sprens' 
express, Spers^ 
express company, Spers*t 

Kay 
extraordinary, Ster^-Ard 
family, Mel* 
favorite, Ef'-Vret 
February, Ef'-Bee 
F. O. B.,Ef»-0-Bee 
follow, FeP 
for instance, Ef'-Stens 



former, Fer'-Ar 
foundation, Fend' 
future, Fet' 
generalize, Jens* 
generalization, Jenseshun* 
Great Britain, Gret*-Bret 
Great Britain and Ireland, 

Gret* -Bret-Lend 
guilty. Gelt' 
headquarters, Het^-Wert- 

ers 
heretofore, Ret'-Ef-Ar 
Holy Ghost, Hay»-Gayst 
Honorable Senator, Ner'- 

Senter 
House of Commons, Hays' 

-Kay 
Houses 'of Parliament, 

Hiyses'-Pee 
House of Representatives, 

Hays' -Ray 
immoral-ity, Merl' 
immortal-ity, Mert' 
individual, Ned-Ved»-El 
Individuality, Ned':Ved 
inference. En- Efs* 
inhabit, En-Bet' 
inhabitant, En-Bent' 
insure-ance, En-Ish* 
intelligence, Net-Jens* 
intelligent, Net-Jent^ 
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intelligible, Net-Jay*-Bel 
January, Jay^-En 
Jehovah, Jef^ 
Jesus Christ, Jay' -Kay 
jurisdiction, Jerseshun' 
jurisprudence, Jers^-Pee 
jury, Jer' 

justification, Jayseshun' 
Lake Shore R. R., Lay*- 

Kay-SherfRay 
legislate -ture, Lay'-Jay 
Louisville, Lay*-Vel 
machinery, Em-Ish'-Ray 
majority, Em-Jert' 
manufacture -y,Eni-En-Ef* 
March, Em-Ray*-Chay 
Maryland, Mer*-Lend 
Massachusetts, Ems- 

Chays' 
may it please your Honor, 

Met*-Pels-Yayn 
meanwhile, Men' -Way-Lay 
mechanical, Em'-Kay-Kel 
memorandum, Em'-Em 
memoranda, Em*-Em-Dee 
messenger, Ems-Jer* 
railhon, Mel' 
Milwaukee, Mel' -Kay 
misfortune, Ems-Fret' 
moral-ity, MerP 
more than one, Mer'-Wen 
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my dear Sir, Emdei-s*-Ray 
neglect, En^-Gay 
Newark, En-Ar*-Kay 
New England, En-Ingend' 
New Jersey, En-Jay* 
New York, En^'-Yay 
November, En-Vee^ 
Ohio, Hay' 
O.K., DeeS'-Oid-Kay 
Oswego, Es' -Wuh-Gay 
passenger, Pees'-Jer 
Pennsylvania, Pees* -Lay- 

Vee 
plaintiff, Plent' 
preponderance of evidence, 

Per'-Pen-Ved 
prisoner at the bar, Pers'- 

Ner-Bee 
Providence, Preft'-Ens 
real, Reli 
reasonable doubt, Rays'- 

Det 
regular, Ray^-Gay 
Republican, Ray* -Pee- Ben 
return, Art^-Ren 
Rev. Dr., Ray'-Vee-Der 
roll, Rel* 
Roman Catholic, Ar'-Kay- 

Ith 
rule, ReP 
ruler, Rel*-Ray 
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satisfaction, Steeshun' 
San Francisco, Senses' -Kay 
secretary, Skret'-Ray 
Secretary of State, Skret''- 

Stet 
September, Spet*-Em 
significant-ance, Sgen ' 
situation, Steeshun' 
somebody, Semb* 
southeast, Iss-Thest' 
southern, Iss-Then* 
Southerner, Iss-Then*-Ray 
southwest, Swayst^ 
Specification, Speeseshun^ 
state whether or not, Steh- 

Teethem* 
stenography, Steh-En* 



St. Louis, Sent-El» 
stranger, Ster^-Jer 
suggestion, Iss-Jayshun^ 
suggestive, Iss-Jaytive* 
superintend, Sprent* 
surprise, Spers' 
to a great extent, Kay-Oid- 

Gret*-Stent 
unfortunate, Kn-Fret' 
United States Senator, 

Enses^ -Enter 
unless, Nels* 
Virginia, Vee'-Jay 
Washington, Ish'-Ten 
West Virginia, Ways'-Vee- 

Jay 
Wisconsin, Ways^-Ken 
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